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NOBWALK-LA MIRADA UNIFIED 8CH0OL"l>^IGT 

Qbals and Objectives - Work Experience Education 
Second Semester • 1970-1971 

Ocal (2) Each student should understand and take full advantage of the 

opport\mitie8 open- to bin for prepcring hiiaself for a productive 
life. 

(Each '^aduatinR student will have an entry level occupational 
skill) 

Objective ? 

Develop a District Career Development System 
CCTBPonents of CDS 

1.0 Develop Student Career Planning Qystem 

2.0 Develop a Salable Skill Chart for every student as part 

of system 

3*0 Develop District Salable Skill Catalog 

U.O Develop Work Experience Support Qystea 

$.0 Coordinate efforts of counseling and guidance personnel 
and Work Esrperienee coordinators in helping students 
select pre-vocational* vocational courses, and nork 
experience opportunities 

6.0 Support development of expanded and more flexible 

vocational and vocational related instructional programs 
including R.O.P. , Work Study, and Cooperative Education 

7.0 Student-Staff-Conmunity Planning and Evaluating Coamittee 

8.0 Placement Service (Coordinate » YES, Human Development 
and Building Service 

9*0 Foil "«up studies 
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Dev elop Work Experience Su pport System 

U.l Develop operational nanual for Work Experience Education 

U.1.1 Develop understanding of Instructional staff of the 
kinds and varieties of Work Experience 

U.1.2 Standardized procedures In enrolling students In Work 
Experience 

* U«1.3 Standardize forms- used in Implementing program 

If. 2 Establish Ubrk Experience Office and Career Infonoatlon Center 
In each high school 

U.2.1 Funds are available to provide VIEW materials and other 
materials for Career Information Centers 

U.3 Develop Exploratory Work Experience Directory 

U.3.1 Provide for^out^ofischool 1>~5| 10, 30 day experience 
U.3.2 Provide for In-school, 30 day experience 
!i.3.3 Recruit stations within District 
U.3.^ Rocrult stations outside District 

k»k Develop Building Banks for General and Vocational Work Experience 

k»k,l Recruit Paid Work Stations outside District 

k,k»2 Recruit Paid Work Stations with District through 

Work-Study projects and wise use of building personnel 

units 

k»3 Provide Related Instruction Program 

If. 5.1 Develop mini-courses or. individualized program similar 

to Santa Ana 

If. 5*2 Explore possibilities through R.O.P. or A.S.B. in 

developing student instructional materials production 
center 
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U.O Develop Uorlc Experience Support gyatem (continued) 

U.6 Develop Student Participation Sunsnary forms 

U.6.1 Form A - Bulldlns Uork Sheet for Itonthly Work Experience 
Beport 

« • 

U.6.2 Form B - ttonthly Building Work Experience Report 
U.6.3 Form C - Extended Experience Report 

U.7 Prepare Bud{^ Expenditure Report on program cost 

U.7.1 Form D - Cost Analysis of Work Experience Pk^sram 

U.8 Develop Informational Packages for both student and coinminlty use 

U.8.1 Prepare nalllncs for part-time employment to all District 
employers, using ChanflDers of Conoserce lists 

U.S. 2 Prepare brochures deserlblns prof^ran for comminlty* staff 
and students 

U.S. 3 Prepare visual aid presentation for coimmmltyi staff ~and— 
students 
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VJORK EXPERIENCE COORDINATOR 



The Yfovk Experience Coordinator adninisters the Vtork Escperience Program 
at the huilding level, haa a ataff role in the assiatins of the develop* 
ment of curriculum related to employment , and servea on the diatriet 
Vfork Experience Steering Comnittee. The Tfork Experience Program ia 
aeen aa a most aignificant part of each 'building's career development 
programs* 

The major duties and responsihilities of the Work Eseperience Coordinator 
shall he aa follows: 

!• CoMulting with guidance personnel to assist students vith 
their career choices. 

2. Consulting vith administrative and instructional staff in 
the developing of curriculum related to eoitployment. 

3* Developing career information centers for the school. 

U. Administrating the related instructional classes reqxiired 
for participation in the Work Experience Program. 

3* Providing leadership in recruiting students and enployers 
for the tek Experience Program. 

6. Superviaing and aaaessing student performance in Vtork 
— &9erienee Program. 

7. Maintaining records and reporting reaults of Work Experience 
Program. 

8. Working t^ith others in developing a program of recognition for 
participation in the Wbrk fiiqserienee Program. 

9. Cbordinating all Neic^borhood Youth Corps (NYC) aetivlties 
for the school. 

10. Evaluating the effectiveness of the program. 
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SECTION B 
WRK SXPEKIMCE DEFINED 
TITOEB TYPES OF VORK EXPERrSNCE 

mm EXPERmcE and vocationai* education 
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VIOBK 



RIEIICE EDUCATIOn DEPIHED 



Daflnltion ; Work experience education Is a method of inatruc- 
tion eonsistinr; of pror^oms that use the cooperative efforts 
of the school end comminity to assist students develop occuptw 
tional understanding from direct participation in the torlz 
environment. 

This definition places ^rark experience education in its proper 
perspective. It indicates that \n>rk experience education is 
not ttd instructional program that stands by itself* It is a 
method used ))y an instructional program to better serve students 
taking that program, tlhatever the instructional program nay be, 
^fork experience education becomes a very hig^ily specialised 
method recognized as effective for the purposes of the program. 




Herb mienberg, Ttork Exp^rienc^ Consultliit 
Ca)J.f omla State Departiaent of Education 



3' 
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THREE TYPES OF WORK EXPERIEIfCE EDUCATION 



There are three types of Work Experlehoe Education. 
They are: 

1. Exploratory Work Experience isducation 

Definition ; A program that provides the opportunity to sample 
systematically and observe a variety of conditions of vork 
that \7lll contribute to the career guidance and development 
of the student for the purpose of ascertaining his suitability 
for the occupation he is exploring. 

Purpose; The purpose of esgoloratory vork experience education 
Is to contribute to the career guidance and development of 
students. 



2. General . Work Esqserlence Education 

Definition t A progrsm that provides maturing eacperlence for 
students through supervised employment and in-sehool instruction* 
.' Ithou^ this employment need not be related to a specific oceu- 
. pational goal of the student, the program is designed to assist 
the student in selecting one. 

Purpose ; The purpose of general imrk experience education is 
to assist students to become productive, responsible individuals 
throu£sh supervised and coordinated employment experiences. 

3. Vocational Work Experience Education 

Definition : A program that provides occupational preparation 
throu£^ o cooperative arrengement between the sebool and 
employer for entry into a specific occupation. 

Purpose ; The purpose of vocational, vork experience education 
is to assist students in developing and refining those oecupa^ 
tlonal competencies necessary to acquire employment, to adjust 
to the employment environment, and to advance In the occupation 
of their oholee through the confl>lnatlon of related instruction 
and eoqployment ejqperlences. 
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WIBK EXPERIENCE EDUCATION AND VOCATIONAL EDUCATION 



The chapter entitled "Work Experience Education Defined'*. Work Experience 
Guide for Vocational Education Personnel . 1970* edited by Hezi) Ellenburg, 
indicated that work experience education is a uethodology comparable to 
other methods of instruction* A teacher that wants to use this method 
can select it regardless of his or her instructional area. 

Methods of instruction should be applicable to all areas of instruction. 
That is, English, math, and science should be able to use this method as 
well as agricultural education, distributive education and other voca- 
tional education areas. Wc are seeing an increasing number of English 
and social science pro^raics using thlo method to allow students to work 
in the conmuttlty. Tlio teachers in these disciplines see the benefits 
derived just as vocational educators do. 

But how does work experience education fit into the vocational education 
framework? Honr do we Justify and identify the three programs now being 
offered within the total vocational education program? 

, 

Programs of work experience education should identify with the objectives 
each type is trying to accomplish. For exaxnple, if we say that a voea» 
tlonal education student lo one that has made a career choice and is 
pursuing it through vocational educati<on instruction, the work eiqperlenee 
education program must correspond to the needs of the individual voca- 
tional education program* If the student has a very limited idea about 
his future career, the program must assist in the student's recognitipn 
of some long-range career choices. 

We presently have two major areas of vocational education* They are 
vocational education instruction and prevocatlonal education instruotion* 
Work experience education serves these two areas as a method of Instruc- 
tion to be used in conjunction with other methods in order to achieve 
the objectives of the instructional area* 

Vocational work experience education serves the vocational education 
instructional program* For example, distributive education using the 
cooperative method is providing eM Instructional program and incorpo- 
rating vocational ^fork experience education as a method to achieve its 
goals* 

Exploratory work experience education Werves the prevocatlonal areas tqr 
joining with either a career orientation program or a prevocatlonal 
program in any one of the Instructional areas* 

Qeneral work experience education, although operating closely to voca- 
tional work experience education, has the same intent as exploratory 

-7- 
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\Km EXFBRXMICE ISDUCATIOH AMD VOCATIONAL BDUCATIOri (Continued) 

vork experience education. It is also tised as a method to assist students 
in defininr; their occupational noals; the difference being the use of a 
tool called money. To some students, immediate revrard is essential to 
h&ve them seriously think about an occupational choice. General vork 
experience education satisfies th« se short-term aspirations so lones-tom 
career choices can be ascertained. 

An oroanisational s^iiructure def inins how work experience education assists 
vocational i^nd prevocational Instructional areas is developed beloi/t 



I VOCATIONAL BDUCATIOhI 



t VOCATIOIfAL 
! JSDgCA TIOH 
I inSTRUCTION 



FIffiVOCATXONAL 
SPUCATSOTT 
IIlSTRUiCTIOII 



VOCATIONAL !IORK 
EXPERIENCE ■ 



m /.ORATORY mai 

KXPERISNCE 



1 



d&NERAL 1 
EXFERXBNC!! 

mmtm 



It should be noted that both general and ex|»lor«Ae^ are iMthods to be 
used in the prevocational education area. Itony school perionnil believe 
that seneral and vocational work experience education are extreMiy 
sisiiler because they both operate under the saas rul<»s and regulations 
of the state and federal labor codes. Althourth fteh eral and vOfBatlong 
i wrk exy)erience education must abide by the saiBS ruly an d re^feiaAtioM 



Of State and federal labor codes > general wrk extteriehce edQgatim 
Slectives more closely identify vith explorato ry vortt exnerlehee eduea*' 
tiro because both are assisting students before they ttike vocational 
choices* 



-8- 
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SECTION C 

OPERATIONAL PROCEDURES AM) II9F0RMATI0N 



Exploratory Training Agreement * W J 

AppointoAUt form and Company Response - ms 7 

Supervisor's Evaluation — IfE K 

Student Evaluation - ^4E L 

General and Vocational Work Experience 

Training Station Data Card (Blue) - IIE S 

Interview Referral " ME 6 

Training Agreement (Blue) - J 

Supervisor's Evaluation - M II 

Student Evaluation - !7E N 



Career Information Center 



Trainee Application - ^7E 8 



Exploratory Vterk Experience 
Training Station Data Card - WE U 
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1.0 Student visits the on-conpus Career Information Center ond neeto 

the Vtork Experience personnel. ' 

Visitlnr; Hours: 8:00 a.m. « U:30 p.m. daily. 

(ridy vory in some schools « 1971-1972) 



iniAT IS A CABEER IMFORMATIOII CEin?ER 1 

j 

A CAREER niFORIIATIOII CEI4TER (CIC) IS A SUPPLEMEITFAL CEin!ER THAT 
PROVIDES ADDITIO:iAL B^ORIIATION ABOUT CAREERS AIID TK)RK. THE OIU 
CA^IPUS CEI1TERS HOUSE THE \10BK EXPERIENCE STAFF, STUDEt^ AIDES AND 
CLERICAL SERVICES, AI'TD THE mi AUTOTIATED HISTRUCTIONAL CARRELS OFFERXHO . 
I A SERIES OF LESSOIIS On"Y0U AND THE IIORLD OF tfORK" DEVELOPED BY THE | 
■ 8AI1TA AIIA DISTRICT. THE ^ElfFERS ALSO CdlTAUT PROJECT Vmi ilATERIALS | 
; (VITAL niFORltATIOII FOR EDUCATION AtlD ^m) m ADDITIOIIAL RESOURCE | 

J 

1 MATERIALS Oil TRS TYPSS OF CAREERS, OBTAZiTXIIO A JOB, Am IWOWWSlOm 

^ coiicERnzno aovaiiced educatioii iit vocatiohal Aim tbchiizcal fields^ 

' • ^ ....... > ... ... . ■ 

4 

2.0 Enrollment Prerequisite : 

2.1 The program waist offer the student edxicational value and be 
in^htocony vith hU/htr fttturt ooreer Ytools. This is the 
only student prerequisite for enrollment. 

Student fills in Work Experience Education Trainee 
Application (VE(we)8) and discusses his/her career interest 
vith a Work Experience teacher. 

tm^m 
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ytiMr iiiinu* * LiiSI 



^11 St 



School 



DAtff todAV 



Home phone noi 



Social socurity no« 



Blrthdata 



Aqo 



Work Experience Coordtnat^f 



Hom9 Addrctt 



Count! lor 



■I 

IS 

1 
I 

3 



1 

2 



Vanr you graduati 



Wnat trantPortation do you have? 



Orlvar'a licanaa no. 



Ara you a citiian or parmanaitt 
raaldant ol iha U<S<7 



« 

o 

i 

UJ 



What la your vocational goal? 



Nama of achool naaraat your 
homa 



Liat vooattonal aubjacia you hava had or 
ara currantly takino: 



Couraa 



Vaar Qrada 



Typlnfi apaad , 



Shorthand apaad 
Othar aklMa 



na^ou^ufran^oRoortoSSuTIP 

COURSE 



TEACHER 



11 at ioba you hava held: 



Commant 



□ Enploratovy DVocational GOanaral Dnyc OWork Study DAIda DTutorial 



Liat Intaraata or actlvitlaa which 
would affact your workt 



> haraby oarilfv that I will abida by all tha rulea of tha Work EitParlanca Programa I undaratand that 1 will 
not aarn pay for EnPloratory Work Exparianca but may aarn alaotlva cradit upon auccaaaful complatlona 



Slgnatura of atudant 



Signature of Parent or Guardian 



Commanta 


Related Inatruction Unite Completed 


* 















Data 



Employer or Action 



Job 



Duration 



Pay 



Credit 



Qrada 



Ramarka 



« 



;E(wa)« 4/71 • 
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EXPLORATORY WORK EXPERIENCE 



3,1 Building and District Work E3«perience Coordinators build up training stations 
3,1«1 Use Training Station Data Card (VE(we)lf) and secure training station . 

supervisor's signature* 
3,1.2 A statement of role of training station responsibilities has been 

prepared to aid coordinators in getting supervisor's signature. (WB-Foiw J). 

Norwalk-La Mirada Unified School District 
Exploratory Work Experience Education 

Training Station Data Card ^ — ° — — 



Company Name Phone 

Address , Date . 

Trainee Desired: MateD Female □ 

On*The-Job Activities To Be Observed: 



MCOMMCNDiiO HOUM OT OttCRVATION 
\*fU Prom 3100 (••M.) 



1 WMk I a weak* . 

• Other 1- 



Prom I " I P»m. to ' ' ' ■ P«w» 



Type of Trainee Desired (Scholastic Background, Interests, Abilities, etc.). 



Special Instructions (Clothing, etc.) 
Person To Whom Trainee Reports 



Signature of Training Station Supervisor 



STUDENT TRAINEE ASSIGNED DATE SUPERVISION RECORD 



•11- 
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NORWALK«lA MIRAOA UNIFIED SCHOOL DISTRICT 




EXPLORATORY WORK EXPERIENCE EDUCATION 



TRAINING AGREEMENT 



The major purpose of exploratory work experience educdtiun is to contribute to the occupational guidanee of the student by 
affording his opportunities to sample systematically a variety of conditions of work for the purpose of ascertaining hii suit- 
ability for the occupation he is exploring* 

All persons concerned jointly agree to the following conditions'. 



1. The trainee enters this program to learn as much as the rr4iner can provide in the nature of occupational ir|fomiation, 
skillSi and attitudes. 

2. The trainee will be in regular attendance in regular school on campus classes, WRE related class, and at the training 
station. 

3. The trainee must he 16 years of age 4i thv time he enters this program. . ' " 

4. The student nmy actively participate in work activities which contribute to his occupational guidance. 

5. Work station personnel are not required to teach production skills, but may do so as an ancillary activity. 

6. The length of exploratory placement may var>', depending on the aptitude of the student, the occupation being ex* 
plored. and the facilities of the work station, but in no case may placement in one job classification exceed 30 hourit «x* 
cept in professional areasi in which case none may exceed 60 hours. 

7. The student is not entitled to wages for his participation in exploratory work experience education. School credit is 
granted for successful performance on the training station for the required number of hours and regular attendance in 
the Work Experience Education related class. 

H. A student may not br a parr of an exploratory program if he receives pay for like work during hours when he is not 
assigned as an exploratory wurk experience education student. — 

9, ' The student may not replace a paid employee. 

Ul The student must be enrolled in a bona fide exploratory work experience education program as defined by the loeil 
school district and supported by a plan of operation approved by the California State Department of Education. 

11. Regular supervision must be provided by school officials to insure that the student's work experience education aetivitiei 
are meaningful and make a significant contribution to his occupational guidance. 

12i Students on the non^pay Exploratory Work Experience Program are covered by the Norwalk*La Mirada Unified School 
Diatrict Workman^ 8 Cpmpenaatlon Inaurancei 

13. In thia program the parent or guardian ia reaponaible fon 

a» The conduct of hia child* 

h« Tranaportation to and from ataliom 



"12" 
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Exploratory Work Experience (Cont. ) 

3.2 Training Station (Coaamunlty Classroom) Appointment Form 
3*2.1 When opening of requested training station has been 

cleared through District Vfork Experience Office, 
building Hork Experience Coordinator completes 
Appointment Form (VE(we)7)> 

3.2.2 Student takes form to Training Station Supervisor 
and returns card to building VJork Experience 
Coordinator. If accepted j Coordinator records 
assignment on trainee application form. 

3.2.3 Coordinator or clerical staff completes Exploratory 
Work Experience Trainee Evaluation form heading - 
WEE(k)3-71 - and sends with student to Training Station 
Supervisor. Student is given Student Evaluation form - 
WEE(L)3«71 - to be filled out vhen assignment is completed 
and turned into building Work Experience Coordinator. 

3.3 Student Evaluation 

3.3.1 Evaluation by Work Station Supervisor after student . 
has completed assignment * VIEE(K)3*71. 

3.3.2 Evaluation by student after completing assignment - 



0 

13- 
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APPOINTMENT FORM 



STUDENT: __ DATE: , 

FROM: Your Work Experience Coordinator 

You have been assigned an interview at the following Community Classroom Training Agency. Please wear 
proper clothes for this interview. 



TRAINING STATION: Phone: 

ADDRESS: ^ 



ask for: 



SPECIAL INSTRUCTIONS: 



Job Classification: 



Training Time: 



H you hav« any protoltmt atop by \h% work •KP«rl»no» office at your aohool or call district work axparlanca off lea 86B«0431 • Ent* 34a« 

(AFTER INTERVIEW. PLEASE RETURN CARD TO YOUR WORK EXPERIENCE COORDINATOR) (over) 

COMPANY INTERVIEW RESPONSE 



Name: : — Date: . 

(Intarviawar) ^ 

Check: 

Q I am willing to train this student. 

lZI I do not have the training facilities at this time, but would like to be contacted in the near future. 

EH Plisase contact me by phone concerning this interview. 

My telephone number is: TeJ: — - — . Ext, ■ ■ 
The best time to call me would be: 



Special information or comments: 



Vt(wa)7 4/71 • 




NOTE: An Exploratory Work Experience Directory will be developed through efforts of 

district and building personnel « The district office will coordinate the place- 
ment of exploratory ^itudents conn^^y ^ork st^y^ns^ 
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Citation No NORWALK-IA MIRAJOA UiilFIED SCHOOL DitJTRICT 



KXPIORATOKY WORK EXPERIENCE EDUCATION TRAINEE EVALUATION 

TO: 

FROM: Coordinator, V/orX Experience 

SUBJECT : Evaluation for r rm , _ School 

for the period 

It is the policy of the Nor^lk-I& Mirada Unified School District to solicit evaluations 
from cooperating business firms and governmental agencies where work experience education 
trainees are assigned so that we my help these students to improve in their work skills. 
Your cooperation in completing thAs check sheet will he greatly appreciated; it will he- 
ccane part of the student's school record. 

Would you please complete the follcwing evaluation for the above named student. Enclosed 
you will find a return envelope for your convenience. We would appreciate your returning 
the evaluation by or sooner if it is convenient. Thank you. 



, please check where applicable : 



ATTENDANCE & PROMPTNESS 
APPEARANCE & OROOMING 
ATTITUDE TOWARD WORK 
SPELLING - ENGLISH - I4ATH USAGE 
SKILL IN SPECIALTY 

SKILL IN FOLIjOWING BUSINESS PROCEDtJRES 
VOLUME 0\> WORK 

INITIATIVE AND SEIf DIRECTION 
ABILITY TO WORK WITH EMPIOYEES 
ABILITY TO WORK WITH CONSUMER PUBLICS 
EMOTIONAL STABILITY 



John P. Clark, Coordinator 



BCD 



In addition to rating the traits, would you please list skill area in connection with 
the traijiee's position which should be stressed in the classroom. 



SPECIAL SUCCESS OR SKILLS:, 

SPECIAL WFAKNESSES: 

COMMENTS: 



Supervisor's Signature 



-1'? 

O WEE(K) 3-ri ' 

ERLC f ^ p - 2 
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Norwalk, California 
STUDENT EVALUATION FORM 
E?CPT/)RATO}^Y WORK EXPERIENCE 



otuder.t ; 



Station: No.. 



•,ept. ^.'Activity: . Dates:. 



How did yon first hear about the KWEE Program or your training assignment? 



Wiy did you choose this particular occiroation, vocation, or profession? 



Did :/o';r obinervational rxperience help you find out what you wanted to know? 



What were the most interesting parts of the observation? 



Did you search oth^r source..: ror information in this field? If so, what sources? 



6, List thfi things ;/ou: 
'a, ObBerved: 



A'rtually did: 



(Over, please) 

o m'.(h) 3-71 u - 05, 

ERIC p . . r 
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U,l Each buildings Worlc Kxperience coordinator (a j build a file of Training Station 

Data Cards - (Blue-VE(we)^;J. 
U,2 Interview Referral Foim (VE(we)6) is used to refer applicants for kno\<m ;jobs 

and to secure employer and parent's approval of the assignment. 
Evaluation and Attendance (weeks worked) forms are being developed, 

Norwalk'La Mirada Unified School District 
Work Experience Education 

Training Station Data Gard ^ — ^ — 

Company Name Phone 

Acklress Date 

Trainee Desired: MaleG Female □ 

General Job Description: PROBADLE HOURS OF EMPLOYMENT 



Type of Trainee Desired (Scholastic Background, Interests^ Abilities, etc.) , 



Special instructions (Clothing, etc.) 
Person To Whom Trainee Reports .-^ 



Signature of Employer 



STUDENT TRAINEE ASSIGNED 



DATE 



SUPERVISION RECORD 



V£<W«)S 4/t1 • 
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INTERVIEW REFERRAL 



BEST COPY AVAILABLE 



To. 



— Appuintint^nt Diite — 



Coinpciny 



Addrt^ss 



Tt!H:plionv 



This wiU introdur,e aiui rocoinnioiKl, — 

from our hicjh school dirslricl. 



Tou.'phOfK? 



o\ Work Rxpnrmncii Huci OccupiJtioiioi Education 

{nee ruverse Altift] 



Vt iw«) 6 4/71 • 



STATEMENr BY PROSPECTIVE EMFLOYEfi OF MINOR / 



S I intend to umpJoy Address 



T3 



^ Age 1 Birihdate Birti^placo Last Gradn Completed 

Phone — periods in School Daily — 



Type of Industry—-.., - VVages. 

Minor will be required to mrk as 



o 



I. Between the hours of a.m. to a.m. and. p.m. to p.m. daily 

Number of hours on Saturday — Sunday Total liours per week , 

Signed 



Address . ^ No. _ 



STATEMENT BY PARiiNT OR GUARDIAN 

^ The above-namMd minor will employKi with my full hiowl^Kkjo and constant. 
I 

a. Date — — — — 



Work Permit issued ...... ..,..„,^..,>^,^^ ) 
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NOBWAIK'IA MIRADA UNIFIED SCHOOL DISTRICT 

TRAINING AGREEMENT 
GENERAL OR VOCATIONAL WORK EXPERIENCE EDUCATION 



The major purpose ot this program is lo provide valual)lc work cxpcnci]. c education tor siudcnts. This agreement is made to 
show responsibilities of the parties: student (or trainee), parent, sehool. and employer. 

TMK STUDEN T: 

1. Knters this program to learn us much as the employer can provide in the natiire ut* oecupaiional information, skills, 
and attitudes 

2. Will keep reguhir attendunrc m on eampus classes, in Work Kxperjcnce Kdiu'nii,)n related classes, and on the job. He 
eaniiof woik on uny *;cho/>l day that he fails to attend school. Exceptions are permissible only with the mutual con- 
sent (d the employer and ciwirdmaior. 

J. Will arrange in advance with the coordinator and employer any job changes. 

4. Will be 16 years of age at the time he enters this program. 

5. Will be honest, punctual, cooperative, courteous, willing to learn, and will remain with the employer during the entire 
period of training. 

6. Will work after school and/(jr on Saturdays. Sundays, and school holidays (within the limitations established by law) 
as he arranges with the training agency. 

7. Will provide his i)wn transportation to and from his training station. 

THE PARENT: 

I. Or guardian is responsible lor the conduct of his child in this program. 
THE SCHOOL DISTRICT; 

1. Will provide a coordinator to superxisc the trainee on the job. He will make periodic visits to observe the trainee 
and consult with employer and trainee. Evaluati*»n of ji)b pert*>rmance will be a joint effort of the employer and the 
coordinator. School credit is granted for successful performance on the jt)b for the required number of hours and in 
Work Experience Uducaiii>n related class. 

2. Coordinator shall have the authority to transfer or withdraw the trainee at any time. 

THE EMPLOVERi 

1. Will be asked to inform regular employees of their important role in the training of the trainee and of the school 
district's request for their cooperation. 

2. Will be requested to mainiam a daily record of student attendance and report attendance and progress to the school 
district as requested. 

J. Will not allow a student to replace any regular employee. 

4. Will determine trainee hours and pay. Trainees will be paid at least ihc minimum as stipulated by current California 
State Industrial Welfare Commission Orders. A work permit is required for all trainees under 18 years of age. 

5. May discharge .the trainee for jua cause; how<*ver. flu* coordinator requests consultation with the employer beforehand. 

6. Is urged to keep the trainee on the job tor an average of 15 hours per week. 

7. Will refrain from assigning trainees to ha?.ardous tasks and will provide insurance coverage in accordance with existing 
law. 
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WOKK F.X'f'KHXKNCE EDLCATION 



General 

EVALUATION OF -n^INEE Vocational 



"Tstudent'si^ame) (High School) 

Report for Period Beginning 

Ending 

Total Hours Worked ' " ; 



Niimber of Days Absent 



1, Job Ccanpetence ; How veil does this student meet your normal standards of 

T)erf ormance ? 



(A) Excellent (B) Above Average (C) Average 

(d) Below Average (P) Unsatisfactory 

2, Progress on Job: Does this student show evidence of satisf ACtory growth? 

Yes No 

3, Relations With Other People ; How does this student represent your company? 

(A) Excellent (B) Above Average (C) Average 

(D) Below Average (F) Unsatisfactory 

h» Appearance ; Does the student meet your standards of grooming for this, job? 

Yes Wo 

5» Did the student telephone you prior to any absence? 

Yes No 



Employer Comments : 



Training Supervisor 



Date Company 
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School ; 



Student : 



Deptt or Activity}, 



^■i u;^Ii'IKD SCHOOL DISTRICT 

Norwalkf California 

STUPEWT EVALUATION FORM 

WORK EXPERIENCE EDUCATION 



BEST COPY AVAILABLE 

General T [ 
Vocattonai ri 



Station 



No, 



Dates: 



1, How did you first hear about the Work Experience Program or your training 
assignment? 



2. Why did you choose this particular assignment? 



3« Did your experience help you find out some of the things about work you vtnted to 
know? - . 



W^t were the most interesting parts of the assignment? 



Did you search other sources for information in this field? If so^ what SQUifOilA| 

. I II I II ' Ill I I I II II I I I i m • I l liiii r |!ii |. iil 



6* list the things you: 
a. Observed: 




b« Actually did: 



(Over I please) 

Q WtK(H) 7-71 E P Si?"^'^ 
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4 

SECTIOII D 



Dlatrlot Suimmry - June, 1971 •> ttork Escperlence "by Schools 
Buildine IJorH Sheot - Work Experience - ^n:ni!(A) 
District Monthly Work Experience form - T?EE(B) 
Extended Experience Report (Semester) V7EE(C) 

R. 0. P. (R6{;ional Occupation Prorproin) 

Participation hy Schools « June, 1971 
Work Study 

ESEA (tutorial) 
Credit Sunmary 

All Work Experience Catetjorios 
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];o:\VMjK"':A MinArA TmTFi>:i> dcmool difitoict 
NorvalK, Caltiprnlft 

Building Wftr^ Sheet - W ork Experience 
For ^'^-^-^ November, 1971 



BEST COPT MMIABIE 
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3/71 MBI(A) 



1 R.O.P. 


U3 


1S8 


11*1 


65 


88 


58 


(523) 



.:C.-,WAi.K-L\ NLiJ^lVi 'JNIFIED SCHOOL DISTRICT iiBir 
Norwalk, California g£ST COPY RVMUlBLt 

Building Work Sheet - Work Experience 
For Period " ■ 





II -- . 

EXPLORATORY 


^ (jliiricinAij 




Exploratory 
DeT)art»nent Aides 








Office Aides 








Sen. Teacher Aides 








Tutorial Aides 








Off-Campus 














General (Off- Campus) 












Vocational (Off-Campus) 












Special Education 












M strict Employment 
Cafeteria 








ESEA - I 








NYC 








NYC (Col.) 








Work Study 








Other 














Total 




1 


1 



Signature W.E.E. Coordinator 
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U(jm\LK-iA Niiru\u/\ LHiiriliiJ SCHOOL DISTKICT 
NorwalH, California 
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Work Experience Report for_ 



(School) 



(Month of) 



Exoloratory W.E.E, 


















General W.E.E. 


















Vocational W.E.E. 



















U 

o 

♦H 

H 
(U 
O 



H 
O 

I 



5 



1^ 



P 



Total 



Supervisory Visits 



No. New Job Stations* 
No. Nev Exp. Stations* 
No. Student Contacts 



Signature W.E.E. Coordinator 

*Please attach completed training station Distribution! 
data card and signed training agreement. Bldg. Frin. 



Dlst. W.E.E. Office 



3/71 WBE(B) 
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iO: WALK-: A ^'!".vV^A "f;-^ ! !'i KI^ SCMOOI. niST''-J.CT 
NorvalK , California 



Ext.encjea Kxperiencr Report for 



BEST COPY AVAIUBLE 





Part oi' Ueguiar 
School Day 


Beyond Regular 
School Day 


One Period 


Two or More 
Periods 


One or More Periods 


CerritoG (Veyse^y) 








R.O.P. 








Adu;it School 
















1 




Kxjpl oratory W.K.K. 












1 - - - ■ ^ - 






! 

J 




i 




! ' * 






1 


• 1 
1 

, .. J . _ _. 












■ 




KSKA - !. 








NYC 








KYC (Col.) 








WorK Study 


1 




Othf-r 


i 








Jjf/fc cj. al EfJ uca t i on 












Totft 1 









Mfitrlbution J 
Hldp:. Princ. 
Mat. W.E.K. Office 



Head Counselor 
W.E.E, Coordinator 



ER|c-v/7i WElr;(C) 



School 



BEST COPY AVAIUBLE 

REQIOML OCCUPATIONAL PROGRAM 
R.O.P. - R.O.P. - R.O.P. - R.O.P. - R.O.P. - R.O.P. 

The R.O.P. program is a most unique and effective means of providing 
vocational educational experiences for both high school students and adults in 
the NorwalH-La Mir&da Unified School District and the adjacent ABC District. 

Classes are conducted at schools and at various conmunity sites such as 
stores, hospitals, and local manufacturing plants. The classes are available 
throughout the day, evening, and week for students of all ability and experience 
levels - beginning and advanced. 

Students may enroll at an;^ time through the school counselor or by con- 
tacting the R.O.P. Office (860-3311 - Ext. 36»*). 

R.O.P. offers occupational training and high school credit in the folloiring 

^- 

Maintenance 
Medical 

Motorcycle Repair 
Office 
Plasties 

Retail Trade (Grocery) 
Sports Officiating 
Structures Assentbly 
Urban Horticulture 
Welding . 



m 
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Aircraft Mechanics 
Auto Body Repair 
Cabinetmaking 

Computer and Data T.ocessing 

Construction 

Education 

Electricity-Electronic 

Fodds 

Machining 

Marine 
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SOUTHEAST LOS MQEIES COUNTY REGIONAL OCCUPATIONAL PROGRAM 

• June 9, 1971 
Number of students In the R.O.P. according to school: 



Bl Camlno Hlsh School (k) 




La Mirada High School (ik) 




Medical OGCUofttlons 


2 


Medical Occupations 


2 


Retail Trade Occupations 


1 


Retail Trade Occupations 

• 


7 


Struct lire 8 & Weldlnff 


1 


Plastics Occupations 
Foods Occupations 


1 

k 


Excelsior Hioh School (43) 








Medical Occupations 


27 


nezz nign ocxioox iHuy 




R6vaii iTacie uccupatoXwns 


1 


Retail Trade Occupations 


36 




3 


Plastics Occupations 






2 


Foods Occupations 


2 




1 


Norwalk Hiflth School (39) 




Tdodfi OfiGuoatlons 


9 

✓ 


Medical Occupations 


8 


Olenn Hlfth School (36) 




North American Rockwell . 




Medical Occupations 


2 


Structures & VJelding 


3 


Retail Trade Occupations 


12 


Plastics Occupations 




North American Rockwell 


10 


Foods Occupations 


3 


CahinetDaking Occupations 


9 


TOTAL 


X76 


Mechamics Occupations 


2 




« 


Foods Occupations 


1 
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mX-STUDY PROGRAM 



The district makes application for federal funds to make possible the 
financing of V/ork-Study Programs annually. Our most recent Work-Study 
Program was operated during the summer of 1971. Some IkO students 
participated. Evaluations by students and work station supervisors 
indicated the program was successful.' 

Further follow-up and evaluation will be made to determine the effective- 
ness of the program. General information on Work-Study Programs follows: 

Purpose and Goals 

The purpose of the Vocational Education Work-Study Program is to 
provide guidance and part-time employment for youth who need the 
earnings to continue their Vocational Education training on a 
full-time basis. The opportunity for part-time employment while 
still in school will be a major factor in helping students stay 
in school and continue their vocational training to io^rove their 
post- school employability. 

Student Eligibility 

The Norwalk-La Mirada Unified School District Work-Study Program will 
provide remunerative vocational esqperiences for students who; 

1. iiave been accepted for enrollment as full-time students in a 
Vocational Education program which meets the standards pre- 
scribed in the California Plan for Vocational Education. 

2. Are in good standing and full-time attendance. 

3. Need earnings to continue their Vo<;ational Education development* 

U, Are at least 13 years of age and less than 21 years of age upon 
placement . 

3, Are capable, in the opinion of the appropriate liehool^ authorities, 
of maintoining good standing in their Vocational Education program 
while participating in the Vfork-Study Project. 

6. Are enrolled in or have received occupational counseling and 
guidance relative to their interests, objectives, health, and 
physical capabilities. 

7. Possess other special personal and family needs. 
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Criteria Used to Determine Financial Need 

The vocational counselor and vork experience coordinator will use 
the following criteria in whole or in part: 

1. Family income and number of family members. 

2. Welfare assisted families. 

3* The amount of money needed by student to encourage continuance 
in full-time school. Statement of the need will be part of 
the vocational file of each student employed under this program. 




W. Y. C. (WlilGHBORHOOD YOUTH CORPS) BEST COPY AVAILABLE 
(Excerpts from NYC Operational Handbook, 
los Angeles County Superintendent of Schools Office) 



Generalized Goals 

The Neighborhood Youth Corps In-School Program is designed under 
original legislation in the Economic Opportunities Act to assist 
secondary schools in retaining financially disadvantaged potential 
dropouts through paid work experience and necessary support services 
while enhancing their educational, vocational, and personal abilities. 

Operational Ob.iectives 

fiYC is aimed at the low income potential dropout and the variables 
inherent in the premature termination of secondary education. Tliere 
is general agreement that no single cause of dropping out is predomi- 
nant. Rather, a number of factors and combination of factors are usually 
responsible for attrition, such as financial deprivation, poor self 
image, familial conflict, and disinterest in contemporary curricula 
and educational technique. Each student who contemplates leaving school 
does so for unique reasons, but the financially deprived students often 
have similar forces acting against them which prevent a stable secondary 
experience. In order to help such students mobilise their resources, 
the NYC should provide opportunities for enrollees to; 

1. Develop realistic academic and vocational aspirations 
and goals. 

2. Improve school attendance, academic achievement, and 
personal interest areas or extra-curricular participation. 

3. Earn financial income and understand the fundamentals of 
money management. 

U. Gain certain need-oriented vocational skills. 

3» Learn basic work responsibilities and positive inter- 
personal skills. 

6. Acquire positive attitudes toward self, work, and school. 

7. Receive career planning assistance. 

8. Gain exposure to cultural and recreational activities. 

9. Correct, improve, or minimize personal health impairments. 
10. Profit from cooperative school-family relations. 
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Implementation and Responsibility 

Each participating school district or sponsoring agency must (l) identilV 
the eligible youth with its geographical Jurisdiction and carefully select 
tho«e in greatest need for enrollment, (2) determine each enrollee's social, 
educational, vocational, emotional, and physical abilities and deflclences, 
and (3) make every effort to provide experiences and opportunities that 
will nurture the abilities and correct the deflclences. To enhance this 
process, the capabilities of the entire school system and the community at 
large must be utilized and brought to bear in a concerted effort to effect- 
ively serve the target population. In this sense, MYC is a general support 
program for disadvantaged youth in an educational setting . 

E&ch participating district is exp&'cted to perform under all guidelines. 
In rare cases vliere adequate justification is presented, the Project 
Director may permit exceptions if they are Judged tf> be in the best interest 
of program operation. 

Material on the following pages outlines the program objectives, necessary 
enroUee experiences, and staff responsibilities. In the section containing 
Program Standards and Guidelines, the informaljion is further delineated to 
present in as clear a format as possible the specific operational procedures 
required for the administration of a quality project. 

The degree to vhlch these standards and guidelines can be implemented is 
directly dependent upon the capability of the district and the funding 
level of the project. Summer operation and individual contract negotiations 
may require modification of these guidelines. 

Additional resource materials. Including job descriptions and program 
forms and documents are presented in the Clerical Manual in Section II. 
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FOR 



•ELIGIDILITy, RECRUITIIEIIT, AIID SCRI3ENIIJG 



Mlnlnuitt ReQuirements 
1. Eligibility 

Assure that till eli{^ble youth ore those who are between 
fourteen and twenty-one ^'eors of afte and: 

a. Attend 9th throuQh 12 (srade or the equivolfent; or 

Attend an elementary school but ore of the same a^e as 
students in 9th throuQh 12th (^ades* 

b. Are in need of paid work experience in order to resume 
and/or maintain school attendance* 

c. Are members of a Imr income family as established by the 
poverty index or cash welfare stattis* 

d. Heet non-economic criteria characteristics* 
2* Recruitment 

Assure that those elisible youth who reside ^fithin the school 
district boundaries have equal opportunity to apply for IIYC* 

3. Screeninr; 

Assure that the most needy elif^ble youth of those who have 
applied are identified. 

Guidelines 

1. Current poverty index data (see fflO) should be utilized to determine 
financial elir;ibillty. Tlembers of cash trelfare families qualify 
for enrollment , but should be Judged equally vith non<^felfare 
qualifiers under non-economic criteria* 

2. !7ards of the court or foster youth can be cdnsidered for enrollment* 
if elifsible. The income of the natural parents should be used, 
unless the parential richts have been legally severed or their 
ifheroabouts are not knmm* In such cases • the ward is automatically 
eligible unless placed with relatives by blood, m&rria/se» or 
adoption, in tihiCh cases their income shall be used to determine 
need. 

3. Although aliens in this county under visas are not elifsible, 
permnnent residents under "fpreen card" immirsration permits may 
be considered fbr enrollment. For the purpose Of this standard 
those natives and citizens of Cuba who arrived in the United 
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states as non-inmifirants or as parollees subsequent to January 1, 
1959 are considered permanent residents. 

)»• In all cases youth should be enrolled in the sehool 
district prior to bein^ considered for IIYC* 

5. IIo person is eligible for this prof^ram vho has been 

convicted subsequent to ITovember 7» 196^, in any Federal, 
State, or local court of competent Jurisdiction, of 
inciting, promotins or earring on a riot, or any group 
activity rosuXtins in mater5.al damage to property or 
injury to persons, found to be in violation of Federal, State, 
or local lavs designed to protect persons or property 
in community concerned. 

6* A separate file must be maintained for those appliconts 
found to be inelin^ble. A vritten statement denoting the 
reason for ineligibility must be made on the preliminary 
application form. 

7« Recruitment should be coordinated trlth school personnel, 
social welfare and community action agencies, youth 
authorities, local service organizations, church groups, 
and manpotfer training programs. 

8. Screening should identify the most needy by utilising the 
non-economic criteria and the preliminary application fonms* 

9. Althowth preliminary compilation and review/ of data nay be 
coiaplotcd by other staff, it is the responsibility of th« 
District Coordinator to ascertain and verify eli^bility* 

10. Poverty Index 

The follotdng table shall be used for determining fsnily 
income belorr the poverty line. (Effective Uoveriber 21, 
1969.) 



FAMILY SIZE IWCOHE (Noa«Fana) ETCOIff? (Farm) 

1 $1,800 01,500 

2 2,1»00 2,000 

3 3,000 2,500 
1| 3,600 3,000 

5 U,200 3»500 

6 U,800 H,000 
T 5,1»00 i»,500 

8 6,000 5.000 

9 6,600 5»5O0 

10 7,200 6,000 

11 7,800 6,500 

12 8>00 7,000 

13 9,000 7,500 
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For families with more than 13 members; add $600 for each 
additional member In a non-farm and $?00 for each additional 
member in a farm family. 

11. Definition of Terms 

,9 

For purposes of these standards, the following definitions apply: 

(1) Family , A family consists of two or more persons living 
In the same household who are related to each other by 
blood, marriage or adoption. All persons living in one 
household who are related to each other are regarded as 
one family. 

(2) Unrelated Individual . An unrelated Individual is a member 
of a household who is not related to anyone else in the 
household, or a person living in a group quarters who is 

(3) Family Incane . Family incone is the sum of all money 
received by a family, from all sources. It refers to 
wage income, self -employment income and other income. 

(a) Wage or Salar y I ncome . The total money earnings 
received for work performed as an employee. It 

Is gross income. It represents the amount received 
before deductions for personal income taxes, soclifil 
security, bond purchases, union dues, etc. 

(b) Self -Employment Income . Net money income (gross 
receipts minus operating expenses) from a business 
fim, farm or professional enterprise in t/hich a 
person is engaged in his own account. 

(c) Other Incane . Money income received froa suuh 
sources as net rents, boeial security benefits, 
pension, veterans compensation, and perlcdic 
income from Insurance policies annuities* It 
includes money receivec^ from public assistance, 
such as AFDC payments, but does not inclule 
paymc: '^s made to enrollees under these pr:)gram8. 

(d) Low-income as used to determine ellglblllty-for 
the Title I-B in-school program will genenilly 
mean eligibility within the BWP economic criteria, 
except that applicants from families receiving oath 
welfare payments, such as AFDC, will automatically 
be considered low Income. 

(U) Itoemployed . Not working regularly, for remuneration in 
excess of twenty (20) hours per week. 
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18. Determination of Income 

The Inoome of on applicant's fonily shall he determined by 
annuolizina the weeldy. or monthly income at the time the person 
is considered for enrc'^lment. In instances trhere the head of 
household has heen unemployed for a period in excess of 19 we«k8 
prior to the date of the person's application any income from 
vaaes earned by the household head prior to unenployinent Trill 
not bo counted to determine the family income. If, however, 
the unemployment is the result of a seasonal occupation and 
the household heod trill return to vork vhen the employment 
season be^ine, the income of the family shall be determined 
in accordonce ulth the family income of the preceding year 
in trhich the person applies for enrollment. 

If, at any time, a sponsor discovers that on enrollee was 
< ieoovreetly detteoLaaA to be eli^ble^ the «aeoIlfiieat of 
that person must be discontinued immeditately. 

13. Certification of Income Dat a 

It is not expected that districts irill conduct investigation 
as to the validity of income reported by potential enrollees. 
FoBlly income data should also include certification by the 
district that the income reported by the enrol?.ee or the 
enrollee* 8 parent ei* Qi''«Tdian, appears reasonably reliable and 
conforms to the provisions outlined in the income criteria 
contained hereiu. 

Althoui!sh IIYC stalf may review/ income data in preparation 
for final determination of elif^bility by the Coordinator, 
it is t: 0 latter 's responsibility to ascertain final 
disposition. 

lU. School records or other le^al documents may be utiliBed in 
validatins the a;;': of an applicant. 



m 



o \ 42 

ERIC I . . '^^ 



BEST COPY AVAILABLE 

ESEA TITLE I 



SUMMER TUTORIAL PROGRAM 



For the past several sunmers, the district has administered a tutorial 
program at three target schools --Qrayland, Nottingham, and Ramona. 
Students are selected from the Glenn and Excelsior High Schools' 
attendance area. 

The number of tutors hired depends on the enrollment of three concerned 
elementary schools. Usually, 30 to 6o tutors are hired under this program 
The guidelines for student eligibility are rather general. Capable 
students with poverty or disadvantaged backgrounds are given preferance. 
Students eligible for N.Y.C. program qualify for the program but may 
get more hours working under the N.Y.C. program. 

The dii'ector of the ESEA program provides counselors with applications 
for the tutorial position and a time schedule for the enrollment procedure 



4 
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POSSIBIE COURSE CREDIT FOR V/ORK EXPERIENCE 



There are three dimensions to awarding high school credit for Work Experience. 

(a) Students must complete Related Instruction Packet No. 1 or it|i, equivalent 
to receive initial credit for Work Experience; ' 

(The Related Instruction Level I may be met in a number of vays : 
The Santa Ana independent study units, the Related Instruction 
Packet No. 1, a vocational unit in Social Studies or vocational 
classes I which in the Judgment of the Work Experience Coordinator 
and the Building Principal meets minimum requirements of Level I» 
or attendance in a Related Instruc\;ion Class conducted by the 
Work Experience Coordinator.) 

Additional Related Instruction will be provided for students earning more 
than 10 units of credit. 

(b) Satisfactory evaluation by work station supervisor and confirmation of 
Work Experience Coordinator. 

(c) Varieties of Work Experience Credit (Uo maximum) 

(1) Exploratory- -maximum of 20 units 

1^ hours - 1 credit 6o hours - k credits 
30 hours - 2 credits 75 hours - $ credits 
k3 hours - 3 credits 

(2) General - -maximum of kO units 
Vocational- -maximum of Uo units 
N.Y.C.- -maximum of kO units 
Work-Study- -maximum of kO units 

36 hours - 1 credit Ikh hours - k credits 
72 hours - 2 credits l6o hours - 5 credits 
lOB hours - 3 credots 

(d) Tutorial and Teacher Aide Protfram 

(See District Publication— Direct Experience LearniBft* - Through Tutorial ■ 
and Aide Programs ) 

The Tutorial Aide Program provides for subject matter experiences aildv 
specific subject make-up in sjpeoific subject fields, e.g., SngUab' 
math, physical education, etc. Students are given make-up or elective 
credit in the specific subject area. The chart below provides thi 
number of hours required for credit. 

The Teacher Aide Program does not provide make-up credit or subjeot 
area elective credit. It provides an Exploratory Work Experienoi typ« 
credit and is designated by most high schools as "Teacher Aide". The 
following chart provides flexibility in granting credit for partici- 
pation in both the Tutorial Aide and the Teacher Aide Programs t 

13 hours - 1 credit 60 hours - U credits 
30 hours - 2 credits 7$ hours • 5 oredits 
k3 hours - 3 oredits 
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WORK EXPERIENCE EDUCATION 
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HOW TO FIND AND APPLY FOR A JOB 
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material to the Work Experience Education 
Program of the Antelope Valley Union High 
School District, Lancaster, California. 
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INTRODUCTION 



Tho average girl in high school today will work 25 years—the average boy 
about ho years. It would seem that an activity that will occupy one's time 
and energies for most of his waking hours for most of his adult life would 
be carefully chosen. Yet, many people just fall into a Job or field of work 
more or less by accident. 

This booklet is dedicated to the idea that the individual should choose 
his work rather than the \.'ork choosing the person. Nearly everyone is destined 
to labor for the necessities of life. To varying extents, many are fortunate 
enough to enjoy a certain amount of luxuries as well. The degree to which one . 
may partake of the luxuries of life depends at least in part upon his chosen 
career. How much money does his job allow for such? How much time does his 
work leave for their enjoyment? How does his work fit in with the pastimes 
he prefers? 

Indeed, it is one of the most important decisions of life to get started in 
a vocation which will be most rewarding to the individual. Those who are not 
successful in selecting a career which provides a reasonable degree of happiness 
often feel trapped after a few years. They have usually gone up the ladder 
financially, but are not happy with their work; ofttimes because they do not 
feel their work is making a contribution to the betterment of mankind. But, 
for v;hatever the reason, they feel trapped because they would like to change 
careers and to do so would be too costly financially. They would have to 
start at the bottom again, in a new career. Some people do this; others only 
v;ish they could. 

The material in this booklet has been compiled to facilitate the placement of 
the individual into work, initially, which will further him in his growth 
tov/ard his ultimate career goal. Much is said about "attitude." However, 
this seems justified inasmuch as the greatest cause of failure on the job is 
poor attitude! 

This booklet deals with items relating to finding a job and how to apply for 
a job. Other booklets and information is available that will provide suggecbions 
on how to determine the kinds of jobs you would like, the training requirements 
for different jobs, available jobs in our area. Check the materials in your 
Career Oe^lopment Center, especially the VIEW materials. Discuss job interests 
with yoiir Counselor, Work Experience Coordinator, teacher, parents, and friends. 
VThat are your salable skills? 

Good luckl 
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SOCIAL SECUBITY UW6 

The Social Security Act has been a part of American life since 1935. 
Major amendments to the law have progressively extended |J)d improved 
the system. 

The Social Security Act, which is a law of our federal govtrnw^nt, 
provides the following benefits to those who afe Qpvwe^l 

1. Retirement benefits. -These are paid to; 

a. Men and women whp have reached the of 62 or over and 

2]8y« retired. 

b. A wife who has reached the age of 62 or over and whose 

husband is receiving social security payments. 

c. A dependent husband, when he is 62 or over. 

2. Survivors' benefits are paid to: 

a. Widow 60 or older. If the widow is disabled payments can 

begin at age 50. . 

b. Widow, regardless of age, cariiig for a child under age 18. 

c. Dependent widower (husband) of insured at 62. 

d. Dependent children until they are l8 or until they are 22 

if full-time students and not married. 

e. , Dependent parents 62 or older. ...r; ., 

3. Lump-sum benefits. These may be paid to a worker's family in 

case of death. 

U. Disability benefits. These may be paid to a worker at any age 

if he is totally disabled for work and has worked sufficiently 
under the program. 

5. Health insurance (Medicare) protection for those 63 and over. 

To fihttMe ^hgfiH bemifitsj bdth employee and employer oontrlbutt a 
t)6i'6«trtii« ef ^he «mpi6yee*8 gross salary Up te $7800. Jfht oontrlbtt- 
lioh rate is hM during 1968; k.B/f> during 1969-76j $.2* dOrilig 
1971-72 ; 5.6?^ during 1973-75; 5.7^t during 1976-795 and toittit 
1980-86 and 5.9^ thereafter. 

Every employee is required to have a Social Security Card. This card 
is issued to anyone upon request without charge by the Social Security 
Administration. The application form may be obtained from f y post 
office or the nearest district office of the Social Securit/ Adminis- 
tration. 

Any person may make an application for a Social Security Card even 
though he is not employed at the time. In fact, every person seeking 
a Job should obtain a Social Security Card in advance of employment 
because application for employment is simplified. 
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QUIZ ON "SOCIAL SECURITY" 

1. The Social Security Act is a law of our 

2. What is the address of the Social Security Administration Office nearest 
your home? 

3. To whom are retirement benefits paid? 
a. 
b. 
c. 

k. To whom are survivors' benefits paid? 
a. 

b. — , 

c. 
d. 
e. 

5. vnio must have a Social Security card? 

6. What is the present employee's contribution rate? 

7. Does one need to have a job in order to jget a Social Security card? 

8. I'/hy is a Social Security card necessary when you apply for a Job? 

9. V/rite your Social Security number. 



ERIC 



-2- 

53 



BEST COPY AVAILABLE 



FEDERAL CHIID UBOR lAWS 



You should know, before accepting either full- or part-time employment, the 
laws which affect the employment of young persons— the child labor laws. 
These laws cover the conditions under which "minors" under age 18 may work. 

Child labor laws protect young workers against work which might be too 
strenuous for one's physical strength or otherwise detrimental to one's 
health or well-being. 

The basic provisions of Federal Child Labor Laws (the Fair Labor Standards 
Act and its amendments) may be sumarized under three headings; Hours, Wages, 
and Hazardous Occupations. 

HOURS 

Thoce under lU may not be employed on days school is in session. lU and 15 
year olds may work a maximum of three (3) hours a day when school is in 
session and a maximum of l8 hours a week when school is in session. IThen 
school is not in session, 1^^ and 15 year olds may work a maximum of 8 hours 
a day and ko hours a week. Many states have additional restrictions on 
those under l8. 



WAGES 

( The minimum wage for anyone covered by the Fair Labor Standards Act (an 
employee whose activities within a business involve him in "interstate 
commerce" and employees of laundries, hospitals, schools and certain . other 
establishments) is set forth by the U.S. Department of labor. 

HAZARDOUS OCCUPATIONS ^ 
The occupations declared particulazly hazardous for those under l8 are: 

(1) Occupations in or about plants manufacturing or storing explosives 

(2) Occupations as motor-vehicle driver or helper 

(3) Coal-mine occupations and other mining occupations 

(k) Logging, sawmill, lath mill, shingle mill, or cooperage -stock mill 
occupations 

(3) Potf^ff'^ive/i v/oodworkinf^ Jtachine occupations 

(6) Occupations with exposure to radioactive substances and ionizing 
radiations ^ 

(7) Occupations involved in the operation of elevators and other power- 
driven hoisting apparatus 

(8) Occupations involved ^n the operation of pcw«r-driven metal forming, 
punching, and shearing machines 

O • -3- 
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(9) Occupations in or about slaughtering and meat-packing establishments 

or rendering plants 

(10) Occupations involved in the operation of certain power-driven bakery 
machines 

(11) Occupations involved in the operation of certain power-driven paper- 
products machines 

(12) Occupations involved in the manufacture of brick* tllSi and kindred 
products 

(13) Occupations involved In the use of circular savS) band savs» and 
guillotine shears 

(lU) Occupations involved in wrecking, demolition, and ship-breaking 
operations 

(1^) Roofing occupations 

(16) Excavation occupations 
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CALIFORNIA CHILD lABOR lAWS 



Many young people wonder why they are restricted from specified kinds of 
jobs. To better understand the reasoning behind the child labor laws, it 
Is helpful to take a look at the early economic picture in the United States 
and the accompanying abuses of child labor. 

Prior to the twentieth century, the primary eoonoaiQ activity in the United 
States was agriculture. Most people lived on fans. Chlldrt n vt re given 
vacations from school during the summer months for the purpose of assisting 
with harvesting of crops. Throughout the year they also helped their 
parents with daily farm chores. 

After the turn of the century, people began to move from the farms to towns 
and cities in increasingly large numbers. With no "farm chores" to do, 
young people were hired by business to perform the simple, odd Jobs that 
they could do well. Often, they were paid far less than adult workers and 
worked at Jobs which were injurious to their health. For the protection 
of these young people, many states passed laws setting forth the conditions 
under which they could work. 

In California, the basic limitations are as follows: 

(1) Everyone under l8 must have a "permit to^«^Si^'''^F''Hwkl«n^^ 
order to be employed 

(2) No per sen under l8 may be employed more ths^n 8 hours a day or U8 hours 
a week 

(3) No person under 18 may be employed between the hours of 10 P. M. and 
5 A. M. 

{k) No person under l8 may be permitted to work in a hazardous occupation 
(?) Pexnlis to employ and work permits are not Issued to anyone under Ik, 
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HOW OTHERS SEE US 

One's personality is the total affect he has on other people/ You have 
probably wondered how others see you. The answers to the following questions 
may give you a clue. Be honest. A careful analysis of your answers can 
help iiiake you more effective in your relationships with others. 

In front .of each question you will see 5 ^ 3 2 1. Circle the number that 
represents your answer in the following manner: 5 ■ positively yes; »f » 
mostly yes; 3 « undecidedii2 - mostly no; 1 « positively no. Answer with 
your FIRST BEACTION, 

5 k.3 2 1 Do you make new friends easily? 

5 U. 3 2 1 Do you, refrain from being a "complainer"? 

5 U 3 2 1 Are you careful never to interrupt vhen another person is speaking? 
5 U 3 2 1 Can you be optimistic when others around you are depreesed? 
5 U 3 2 1 Do you refrain from boasting or bragging? 

5 'i 3 g 1 Vf> yo u control your temper? 



5 l^ 3 2 1 Are you genuinely interested in the other person's point of view? 

5 U 3 2 1 Do you speak well of your employer? 

5 U 3 2 1 Do you keep the same friends for years? 

5 U 3 2 1 Do you feel well most of the time? 

5 1* 3 2 1 Do you use j^roper English? 

5 U 3 2 1 Do you keep promises? 

5 U 3 2 1 Are you at ease with the opposite sex? 

5 U 3 2 1 Do you have good table manners? 

5 l| 3 2 1 Do you organize your work and keep up with It? 

5 U 3 2 1 Do you get along well with your parents? 

5 U 3 2 1 Do you readily admit your mistakes? 

5 U 3 2 1 Can you be a leader without being "bossy"? 

5 1* 3 2 1 Is it easy for you to like nearly everyone? 

5 U 3 2 1 Can you stick to a tiresome tAsk without being **predd«d"? 
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5^3?! Do you finish each task you begin? 

^^321 Do you realize your weaknesses ana attempt to correct them? 

^ U 3 2 1 Can you take being teased? 

51+321 Do you avoid feeling sorry for yourself? 

* ■■■■ 

5^321 Are you courteous to your fellow workers? 

3 h Z 2 1 Are you usually well groomed and neatly dressed? 

5 U 3 2 1 Are you a good loser? 

5^321 Do you enjoy a joke even when it is on you? 

5 U 3 2 1 Do you like children? 

5 U 3 2 1 Do you keep your own room in good order? 

5 U 3 2 1 Are you aware of the rules of etiquette? 

5 U 3 2 1 Do you refrain from giving alibis? 

5^321 Are yoa tolerant of other people's beliefs? 

5^321 Do you respect the opinions of your parents? 



5^321 Do you introduce people easily and correctly? 

^ U 3 2 1 Do you refrain from pouting when things go differently than you like? 

5^321 Are you a good listener? 

^ k i 2 1 Can you speak before a group without feeling self-conscious? 

5 H 3 2 1 Do you like to attend parties? 

5^321 Are you the kind of friend you expect others to be? 

5^321 Do you accept compliments or gifts graciously? 

5 It 3 2 1 Can you disagree without being disagreeable? 

5^321 Do you like to give parties? 

5 U 3 2 1 Are you "on time" for engagements? 

5 U 3 2 1 Do you generally speak well of other people? 

^ 1» 3 2 1 Can you take criticism without being resentful or feeling hurt? 

^1+321 Are you careful to pay back all loans > however small? 
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5 h 3 


2 1 


Do you have good control over your temper? 


5 k 3 


2 1 


Does your voice usually sound cheerful? 


5 k 3 


2 1 


Can you work well with those you dislike? 


5 U 3 


2 1 


Do you contribute to the conversation at the family dinner-^al^le ? 


5 U 3 


2 1 


Do you try as hard to get along well with your family as with friends? 


5 U 3 


2 1 


Do you like -people who are much older than you? 


5^3 


2 1 


Are you pleasant to others even when you feel "out of sorts"? 


5 U 3 


2 1 


Are you free from prejudices? 


There 


are 


55 questions; a perfect score would be 275. If you rate from— 



250 - 275 You're too good to be true. 

200 - 2i»9 Your attitude toward others is coinmendable. 

i p n in n vnnr ii»f.4t.iifi#> nmmAtt imp roygme nt in certain areas. 

Below 150 You need a general overhauling. 
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LOCATING POTENTIAL EMPLOYERS 



To be employed in any occupation, it is first necessary to locate an employer 
who is looking for someone to perform certain duties necessary to the particular 
business vith which he is associated. 

In order to be hired on most jobs, it is necessary to first be interviewed. The 
employer thus has an opportunity to evaluate your abilities- -perhaps decide 
vfhether you would make a profit for the company, and you will have an opportunity 
to learn what the employment entails. You may decide that the job is not what 
you are looking for, or the employer may not hire you because you do not fulfill 
the requirements for the job. 

•If you are not hired, you must simply look for another employer. It is often 
helpful to make a list of potential employers befor e requesting an interview 
with one employer. This is advantageous because: 



1. The more possible employers you have listed, the greater your 
chances of getting a job you will enjoy. 

2. A listing of a number of possible employers lessens the chance 
that you will jump at the first opportunity even if it does not 
really appeal to you. 

3. If you are not hired as a result of the first or second appli- 
cation, it is encouraging to have additional employers to whom 
you may apply. 



1. Friends or relatives who are in business or who have recently 
,been employed and may have information on job openings as a result 
of their own searching. 

2. Newspaper advertisements. 

3. The yellow pages in the telephone directory. 

k. The local office of the Department of Employment.. 



vmen looking for employment It is important to have pertinent Information on 
your qualifications readily available . It will be to your advantage to com- 
plete a data sheet simila * to the one on <.age 1^. 

In deciding on which job to accept, you should consider one which: 



You may compile a list o f p o t e ntial e mploy e r o fr om: 



1. 



Interests you. 



Pays reasonably well. 



3. 



Provides opportunity for advancement. 



Provides good working conditions. 
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QUESTIONS ON LOCATINO POTENTIAL EMPLOYERS 
1* To be employed in an occupation, It is necessary to locate an employer who 



2. Even though there is a job opening, you may not be offered employment. \4hy? 



3. If you are not offered a job as a result of the first or second applica- 
tion, what should you do? 



U. ^ should you compile a list of potential employers? , 




C. 

Vlhere can you obtain Information to compile a list of potential employers? 
A. 
B. 

c. 

T-ftiat are the main considerations in deciding which job to accept? 
A. 
B. 
C. 
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Personal Data 



BEST COPY AVAILABLE 



FIRST N/vME MIDDIE NAME 



AGE 



DATE OF FD-TH 



ADDRESS 



TEIEPHONt 



SCHOOLS ArrEMDHI) 



From 



DATES 
To 



name 



address 



From 



To 



name 



address 



rom 



To 



.T)atr.fc 



address 



'school GBADE A'^/EHAGE 

SCHOOL, CLUB ACTIVITIES: 



HONORS OR AWARDS 



i, Ktnployer: 

Address 
Dutie."? 



Work Experience 
Datec; — Kmol. 



Phone 



2. Employer:^ 
AddresiS 



Dates; From_ 



Phone 



Mtios 



''.KFEP.EFCES (Obtain Permission) 



Title 



To 



To 
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r 4.H^« narrp vou are to list employers whom you may contact 
on the lower portion of ^^^J. f ^^^^^JJ you selected. You should know sortething 
fo^ roscib^e employment in the ooMot you ^^^^^^^ ^^^^^^^^^ ^^^^^^ 

about each employer's business as wexx 

cvnd address. 

sure to phone for an appointment). 

you aeciae to ^.e the rirst c^t-'S^^f ^J^^^i iUVrafetu'^Lufuff:,. 
good impr«slon on 'S^'' "J^?°\urhl« you simply t^cau'^ i", 

^Jl^ror. lo" "i:pri;ttrro™»:t«on anaVrsonal dat. .beets appear In 

the appendix. 

„ oau telephone or in person you n«y be asHea to -t^^^^^^^^^^ 

^-i^fintix-:^ K"^«SrSo ^n- 

S i"SSr- - Tpl^^atfoK^" on tbe^ext tb.,e pa.es. 
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APPLICATION FORMS 



Many employers will ask you to fill out an application form. It will provide the 
interviewer with information concerning your educational background, v.ork experi- 
ence, and whatever other information the employer may wish. The way in which you 
fill out your application will also let the employer see how neat you are e d ho:; 
well you can follow instruct^* on s, 

As your job will, in part, depend upon how you fill out the application, these 
tips may be of help to you: 

1, Fill out the application form in ink- -or use a typewriter 

2, Answer c '-;y question that applies to you (If a question does not apply, 
you may write "NA," mee,ning not applicable, or draw a line through the 
space to show you did not skip the question.) 

3, Tl:ie zip code is part of your address 

U. Marital status simply means whether you are single, married, 
separated, divorced, or widowed 

5. Be sure to spell correctly (If you aren't sure about a word, sometimes 
it is possible to substitute another word with the same meaning.) 

6. Place of birth means the city and state where you were born 

7. Try to have v^ell in mind the names of all of the schoclo you attended 
and_ the, dates of your attenda nce (If the:e are several, it is a good 

idea to have them written down before you go to apply for a Job 7) 

6. Getting a job often depends upon good references (Those considered 
reliable references include (a) the pastor of your church, (b) a 
former employer, (c) friends who are well established in business.) 

9> Be as neat as possible (The employer expects your application to show 
your best work. ) 

"^tudy the words on the follov/irg page which are often misspelled on application 
forms. Then complete the application form on the next page--as if you were 
really applying for a job. 
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WORDS OFTEN MISSPELLED ON JOB APPLICATIONS 



achievement 

advertisement 

aeronautics ^ 

affect (verb to influence) 

appointment 

assignment 

assistance 

assistant 

attendance 

beneficial 

benefited or benefitted 
business 

canceled 

candidate 

career 

college 

committee 

confident 

conscientious 

convenience 

.criticism 

deficient 

description 

develop 

effect (to bring to pass; 
noun -re suit) 



Immediately 
Incidentally 

Justified 

Knowledge 

maintenance 
management 
mechanic 
miscellaneous 

necessary 
necessity 
ninety 

performance 
permanent 
personnel 
privilege 

receptionist 

recommend 

reference. 

referred 

restaurant 

secretary 

succeed 

sufficient 



familiar 
February 
forty 
fulfill 



technical 
temporary 
transferred 
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APPUCATION FORM QUIZ 



Underline the correct answers-there may be more than one correct answer for a 
statement . 

1. Application forms should be filled out with (a) ink, (b) pencil, (c) blue 
pencil, or (d) typewriter. 

2. If you are instructed to "sign" your name, you should (a) print, (b) write. 

3. If you are instructed to print your last name first, show how you will 
complete the line: 



• Last Name First Name Middle Name 

U. If only a small amount of space is provided for an answer, you should 

(a) write small, (b) run into the next space. 

5. If a question does not apply to you, you should (a) write "NA," 

(b) Just skip it, (c) draw a line through the space. 

6. Marital status means (a) whether you are a veteran of military service, 
(b) whether or not you are married. 

7. \!ha.t is your marital status — 

8. Place of birth means (a) name of the hospital in which you were born, 
(b) the county in which you were born, (c) whether you are a citizen, 
(d) the city and state in which you were born. 



9. Vlhat is your place of birth? . — . — 

10. VJhen filling out the application, you should (a) be as neat as you can, 
(b) ask for several forms in case you make mistakes, (c) give complete 
information. 

11. imen listing references, it is best to include (a) your close school . 
friends, (b) someone who doesn't know you well because he can be more 
objectivei (c) a school counselor, (d) a teacher, (e) friends who are 
well established in business. 

12. You should have well in mind (a) all of the elementary schools you attende. 
(b) all of the junior high and high schools attended, (c) the dates yoa 
attended each school, (d) the names of all your elementary teachers. 

13. It Lb a good idea to carry a copy of your "data sheet" with you as it 
may (a) help you remember information needed to complete an application, 
(b) it is sometimes a good idea to leave a copy of your data sheet w.bh 
th^ employer. 

-17- 
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PREPARING FOR THE INTERVIEW 



UfiUally, you vill be interviewed by the employer or his personnel manager, Vfhile 
it is normal to be a little nervous, there is really nothing to be afraid of. It 
will help if you know that the purpose of the interview is to allow the employer 
to learn as much as possible about: 

1. Your attitude toward people and work 

2. Your education and work experience 

3. Your future occupational plans. 

Also, the interview is a chance for you to get to know something about the Job 
and the company, its policies, etc. 

Naturally, you want to make a good impression on the person interviewing you. 
The suggestions which follow should help: 

1. Find out as much as you can about the- company before the interview 

2. Find out who vdll interview and use his name during the interview 

3. Make an appointment for the interview 

U. Arrive five minutes before the time set for the interview 

^. Know In advance your own qualifications for the Job (Show that you 
are confident that you can succeed on the job»assuming that it is 
one for which you are qualified.) 

Your appearance is very important. Personal grooming should be flawless v;hen 
interviewed for employment. Vihen you look your best you radiate self-confidence. 
Good grooming is also a part of non-verbal communication. It indicates self- 
respect and respect for others. 



FOR GIRLS 

Clothes - Your hemline should allow 
freedom of movement and 
eliminate self-conscious 
efforts to pull it down. 
If your skirt is short, 
crossing the legs is 
unbecoming. 

Shoes - Should be in good condition, 
polished and not run over. 
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FOR BOYS 

Clothes - Wear clothes that are appro- 
priate for the Job for which 
you are applying. They 
should be clean, neat and 
conservative . 

Shoes - Should be in good condition, 
well cared for and appropriate 
for the job. 
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Jewelry - Uttle or no ;)evelry 
jweiry ^^^^^^ ^^^^^ ^ ^^^^^^ 

is important as lack of 
one may suggest little 
respect for time. 

Hair - A simple style and shining- 
clean. 

Grooming - Check yourself on the 
'^'^^^ p.v.nnmtnf; Chart for 

Girls , and correct any 

shortcomings. 



Hair - Clean, veil- groomed and cut 
an acceptable length for 
employment . 



Grooming 



Check yourself on the Goo^ 

^ < nj> flhart for Boys , and 

correct any shortcomings . 



Writing Equipment 



Carry a pad and 
pencil in your pocket, 
and avoid having to 
borrow these items. 



Writing Equipment - 



Carry a pad and 
pencil with you in 
your purse, and 
avoid having to 
borrow these items. 



It is bert to have a specific type of J* i» WhiiS"--""wrt!^l«te"^^^^ 
card and (2) your personal data sheet-as oo ^ 
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QUESTIONS ON PREPARING FOR THE! INTERVIEW ""luiott 



1. Usually, you v/ill be interviewed by 



' 1 ■ " 

2. The purpose of the interview is to learn about: 

A. 

B. 

C. 



3. The interview will also give you a chance to learn about 



U. Some suggestions which vdll help make a good impression are: 



A. 



E. 



-p. Attention to the following personal details will help you look your best: 



6. 'Then you apply for a job, you should take these items with you: 

A. 

B. _ . 
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UautXly, ft receptionist will introduce you to the Interviewer. However, this 
is not always done. You muit be ready to introduce yourself and indicate the 
type of ^ob for which you are applying. For exaaqple, you ni^t say, "I'm Bill 
Dana, and I*m applying for a job (or the Job) at oXerk." If the Interviewer 
moves to shake your hand, do iO{ but not until he offers his hand, Remember- 
no "limp fish" handshakes.' 

If you are courteous and follow these suggestions, you will have a better 
chance of being hired t 

1« Oo alone 

2. Express your interest in your walk««don't lazily stroll into the 
office! 

3. Smile«»and look the interviewer directly in the eye 
k. Stand up straight 

5. Speak clearly and loudly enough to be easily heard 

6. Wait until the interviewer offers you a chair before you sit 

7. VJhen you sit, sit alertly— don't slouch! 

8. Do not lean on the interviewer's desk 

9. Don't chew gum or smoke. 

Indicate your interest in the Job and why you feel you are qualified— never 
state as your reason for applying that you need a job. The eo^loytr has to 
be convinced that you will contribute something to the eonpany. 

The interviewer will lead the discussion. Answer his questions briefly but 
con^pletely. lb may ask such questions as these: 

1. "Why do you think you would like to work for this ooinpany?" 

You should indicate your interest in the cciqpany or in 
its product and the chance for advancement with this 
ooiqpany. 

2. "Are you looking for a pennanent or temporary jobf" 

Be honest. 

3. "vniy do you think you can handle this job?" 

Emphasise your education and experience. If you don't 
have any experience, don't apologize for It. 
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k, "Did you like your last job? Vftiy did you leave?" 

It is best to not criticize your former employer. 
You might say, "Yes, I enjoyed the work, but the 
hours did not fit my schedule for school"; or It 
was difficult to get to the job from my home." 
However, tell the truth! 

5. "What are your future career plans?'* 

The employer will be pleased if your future goal is 
related to the job for which you are applying. 

6. "I'Jhat salary do you expect?" 

You may say that you will be happy to start with the 
salary normally paid for this kind of work. 

Other frequently asked questions include: 

7. "Do you prefer working with others or by yourself?" 

8. "Are you primarily interested in making money, or do you 
feel that service to your fellow man is worthwhile?* 

9. "^'/hat kinds of books do you read?" 

10. "\'mat hobbies do you have?" 

11. "\'Jhat is your ipajor weakness?" 

12. "Ifeve you had any difficulty getting along with teachers or 
classmates?" 

13. "vniat are your special abilities?" 
lh» "Do you have any debts?" 

The interviewer will usually cover such things as salary, vacations, hours 
of work, and pay days. If he does not, you should ask about them— but do 
not dwell on them. If the interviewer thinks you are only interested in the 
benefits of the job, he will probably hire someone else who seems more 
interested in what he can contribute to the company. 

The interviewer will indicate when the interview is over. Usually, he will 
ask if you have any further questions— then thank you for coming in. Thank 
him for his time and leave, but be sure he knows how to contact you. 

/ 
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QUESTIONS ON THE INTERVIEW 
How will you introduce yourself to the inter\dewer? 
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Some suggestions about your behavior which will increase your chances 
of being hired are: 

A. 

B. [ 

C. 

D. 

E. 

P. 

G . 

The employer muse be convinoed that you v/11 1 something 
to the company. 

V/hat company do you think you would liky to work for? 
VJhat job do you think you would like ? 

If you were applying for the Job you listed, with the company listed, 
how would you answer these questions? 

A. *%1hy do you think you would like to worit "for this company?" 



B. "Are you looking for permanent or short-term employment?" 



C. "Did you like your last job- -and why did you leave?" 
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'•why do you think you can handle this iohl" 



•"What are your future career plans?" 



"I'lhat salary do you expect?" 



'1'Jhat bocks have you read lately?" 



•Vhat are your special strengths?" 



'1'Jhat is your major weakness?" 
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INTRODUCTIONS 



When you begin a new Job, you vill meet many people. Are you familiar vith 
rules of introductions? These simple rules may help you. 

1. Men are introduced to women. 
•'Miss Jones, this is Mr. North." 

2. Vlith two men or two women, introduce the younger to the older. 
"Mr. Older, this is Mr. Younger." 

"Mrs. Forty, this is Miss Twenty." 

3. With two people of the same age and sex, it does not matter which name 
comes first. 

"Miss Teen-Ager, this is Miss Adolescent.' 
"Miss Adolescent, this is Miss Teen-Ager," 

k. Use these introductory phrases: 
"This is. . ." . 
"May I introduce ..." 
"May I present ..." 
"Have you met ..." 

5. When you are introduced, say, "How do you do," and say the person's name. 
"How do you do, Mr., Wright." Do not say. ^ "Pleased to meet you -you may 
not be.' 



6. Men should rise when introduced to a woman. A young woman rises for an 
older woman. The hostess at a party should rise. 

7. Men shake hands when they meet— you should use a firm grip as a "limp 
fiah" hankshake makes a bad impression. However, don't try to prove 
your strength by grabbing his hand and mashing it. Women usually do 
not shake hands but may do so if they wish. A man should not offer 
his hand to a woman, but a woman may offer her hand to a man. 

8. Smile when you are introduced. You should show that you are happy to 
meet the person. 

9. It is a courtesy to add a few words explaining those introduced, such 
as their J obi or special interests in order to give them a topic for 
conversation. 

10. The main difference between business and social introductions is. that 
in business the person of lower position, regardless of age or sex, is 
always presented to the person of higher position. Miss Adams, a new 
typist, would be presented to her boss, Mr. Wilson: '"Mr. Wilson, this 
is Miss Adams, our new typist." -t is correct for the employer to call 
his employees by their first names even though the employee calls th« 
employer by his last name. 



-25- 



76 




bEST COPY AVAILABLE 



Itos lb 

1* Umi iatfodMe&ng a na to t mui» tio vqbm*! aw is MgcHm fif it<. Q (3 
8* It it btfb to Mr* *^1mmnA to met you/ ^/Im m latiodnofA 

to — 9OVIOB 

3* M ilMMad aU« irtm larturatoeA t^ 

iBtiodaetioni flmiU to Mdo iMeOiatoly to vioU MtenMflMOt* 

$• Mhh OwttU viM mwB Introattood to vowb* O O . 

6. Nbmd mnr dMte laada. O CH 

7. Nm ilmad alMte Iwito nlm introdaoeA. O C3 

r 

6« Mmib two mo or tNO vomii art iatvoA«etd» tl»*olter porton^i ant 

it qpoteii flrot. O LJ 

9« A girl ohottU riot vim IfltNdiieod to M 014fi^^ Q CjI 

XQ, two food phMuiti tw iatiodttotloDi art ^HlULo io" oMlaivt ion Mt*** O O 

Xh toAinotti tte ptraoB or loNor sotltion it 0liii9« _ _ 

^ ptroon of tdin&t poiition— figMrdltM «r ige or mi* * LJ ^ LJ 

12* A boy riioi irtMO iatrodttooA to 0 girl. O O 

X3« A oomot iatfodttotiOB iit Hr. 01iAoiMa» tidt io Nr. Vowiir." O O 

IV. A corroot iiitrodiMtieo ill llifi J€noi» tbit ia Mr, HMrtb," O O 

A eorroot iatroittoUoB ill 'ttr. miaii, tliit ii _ _ 

Mvtypiit,** LJ 

]£• It it a oourtoiy to add a fOir vorda •Mplainlng these iatroduoed _ ^ 

ia order to give tlMi a tqpio for ooaverattifln* LJ LJ 

ITt^Mtt ahould Mt offer to eiMfee layidt vitH a homb, Qi Q 

n is au rl|(M for a Mft and eewi to dMOM taada if tiM _ „ 

offers her Iwad first. LJ LJ 



19. Hit X inbrodttoe . • .f** is a oorteet ptease for iatvodttstiens. CD 
ao. It is not oomet to ssQr» **ttMdKe iMBds vitli Mr. flMLth." Q CIl 



ERIC _ 77 



.(Uu?ING \0m JOB 



BEST COPY AVAIUBLE 



This booklet has attempted to assist you in preparing for, locating, and apply- 
i.ng for a job. Once you have obtained the Job you like, you v;il]. want to be 
successful in your work. The degree of success is largely up to you, and it 
depends upon these factors: 

1. YOUR HEALTH-- 



A. Do you get enough rest each night to do a good day's work the 
following day? 

B. Do you regularly eat those foods which contribute to good health? 

C. Do you regula: ly get vigorous , exercise ia accordance with your 
particular needs? 

D. Do you have a relaxing hobby? 



2. YOUR COURTESY" 

A. Do you always say "Please," "thank you," "excuse me"? 

B. Do you speak in a pleasant tone to others? 

C. Do you refrain from gossiping? 

D. Do you refrain from complaining? 

3. YOUR COOPERATION— 

A. Do you cooperate "wlth-.your supervisors and fellow employees? 

B. Do you always control your temper? 
U. YOUR DEPENDABIUTY— 

A. Do you always arrive to work on time? 

B. Do you make every effort to be at work every day? 



C. If you must be absent from work, do you call your employer in 
advance? 

D. Do you do a full day's work for a full day's pay? 

E. Can you be counted upon to do extra work when needed? 



C. Do you listen carefully when jobs &re assigned, then ask only 
necessary questions? 



5. YOUR EFFICIENCY- 



A. 



Do you do your work quickly and correctly? 



B. 



Do you work without v/asting materials? 
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6. YOUR INITIAtlVE- 

A. Do you see work that needs to be done, then do it without being 
told to do it? 

B. Do you show interest in the work of others? 
C» Do you try to improve in your work? 

7. YOUR NEATNESS" 

A. Do you keep your work area in order? 

B. Is your work itself neat and orderly done? 

C. Do you keep yourself well groomed? 
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QUESTIONS ON KEEPIMG YOUR JOB 



" Write how your job success will depend upon these factors: 

« 

1. YOUR HEALTH" 



f 



2. YOUR COURTESY— 



3. YOUR COOPERATION— 



U. YOUR DEPENDABILITY- - 



5. YOUR EFFICIENCY- - 



6. YOUR INITIATIVE— 



7. YOUR mTNESS— 

I II I II - ^ 




IP YOU HAVE TO QUIT . . . 
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If you have not searched widely and carefully considered all Job possibilities, 
you nay find that before too long you will be unhappy with your work. If this 
should happen, there is no need to continue for years in a job or field of work 
you dislike. Even if your, search for the "right" job was carefully done, you 
may decide later that you wish to quit for some reason, Sc»ne young workers do 
- not understand how to terminate employment and still maintain a good relation- 
ship with the employer. This is Important as you may need a good recommendation 
from him later. The following list may help you: 

If you have to quit , , , 

Locate another job before you quit if at all possible, (Those who don't often 
are unemployed for months) 

Give the employer at least two weeks notice that you iatead to leave (He 
should have time to find a repla«em«ivt for you, ) 

Thank ohc employer for the opportunity of working in his firm, and explain 
the reason you are planning to leave (you have found another job which is more 
in line with your vocational goal, which pays more, etc.) 



Ask the -employer if you may use his name as a reference when you are applying 
for jobs in the future. 
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Introduction ; 

Choosing a oareor is not an easy task. There are many factors to be 
considered. Thi . guide provides four planning sheets and infonmtion to 
help you make the necessary decisions regarding your school program and 

career exploration . 

Career Planning is something do. You may secure information and 
advice from a nuir.ber of sources - some of which will be suggested later. 
However, as a thinking human being you are free to make choices mid to 
responsible for the choices you make. Each of us makes many choices every 
day - our frien49, the clothes we buy and wear, the courses we tak.e In 
school, how. well we choose to work in our classes, the reaponslbility for 
achieving our chosen goals. 

The choices you make effect you more than anyone else, so we urge 
you to consider carefully and systematically aome of the important decisions 
you will be making. This guide will h^lp you think through some-ofLyour 
choices relating to career plannii?g. "ihe forms and materials in this 
guide will aid you in your search for helpful information, help you 
think about the in.format, .on you receive, and help you plaa.a relevant 
high school program and work experience opportunities. 

This kind of planning is called a system . We recontiiend aU elements 
of the system included in this guide be used and you should be able to . 
use most of the elements of the system on your own. 
Good lAick and Good Planning! 
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We believe that a systems spproaeb Is a val^iable tool in helping 
solve complex probleaus. Systais Analysis helxed get men to the noon 
agad badk safely. There is evldenee that aMQr flms and ox^sMlBatloas 
have beoows mote efficlesb through systene plaaning* We are reeelviag 
nBBy reports ttet individuals have f ooad systeaa pOannlBg aoit useful 
in a wide range of activities fro^oareer pmnning to houaehold MUMge- 
ment. There are sonw reports of suoeeas both in the selecstlea of a 
wife or a hmband and in n«rriA«e counseling using SysteE^.AnalysU 
techniques* 

These later reports again point out a signifieaot aspect of Itsrstens 
Analysis^ decisioa-inaking, ehootsing ~ systeMtic p3anaiag tend* to provide 
superior results. But hunan deoision-aaklng is sot solely dependant upo» 
the ability to reason from fact to fact. It is also heavily litf}.ttenced 
by enotions, feelings, attitudes, aspirations, aitd speeial ''difeano". We 
have knoim or read of athletes iflth ave^rage athletic ia^y^vZ'MWi^ Ncaac 
svQrar-stars. We have knoMt of Huoor ''average* or ^'sloir*' studfimts wlio had 
great success in eoli«gt> or a Job of their eh^ There ie stiH a 
"CAN DO" drive in aaay pioplc and nany people vlth a "CAW DO" fewllng 
are succeeding in their chosen fields every day! 

Thus, we urge you to be systeHatic, weigh alternate possibilities' 

to problem solutions carefully, bwt to difeaw, to hope, to aspire, to the 

goals you hold for yourself. Again, this guide will help you plan and 
Mke decisions - wlthiH the tot<al esviroaaient of your world. 
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FOUR MAJOB ELE1>1EKTS 

IN THIS CAREER PIaNUING SYSTEM 

/ 

STEP ONE - PROGRAM PUNNING SHEET 

with Exploratory Guide Sheet 

with Eaqplanatlon of Determining Grade Point Average (G . 
with two Information charts (A & B) 



STEP TWO - SALABIJS SHLL PUNNING SHEET 

with Description of Career Information Center (C.I.C*) 
with Overview of Work Experience 



STEP THREE - GRADUATION REftUIREMENTS AND CREDITS TO DATE 
total credits earned to date 
graduate requirements met to date 
long range school program plans 
G^rade Point Average by school year 



STEP FOUR - PROPOSED SCHOOL PROGRAM 

* plans for classes for next semester or nesct year 
plans for Work Experience opportunities 
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PROGRAM PLANNING SHEET 

1 



Whioh Qf the following school subjeots 1b aott Interesting to 
you at this tlae? (CHECK OFt) 



0 , EngUah 

1* Social Solence 

2. Math 

3« Foreign Unguage 
Solenoe 



^ . Business Education 

6 t Howe Economics 

? • Fine Art 3 

8« Industrial Education 



OCCUPATIOKAL INTgRESTS 



Hhloli one of the following types of work Is of the most 
Uterest to you at this tl»e7 (CKEcX ONE) 

^^0< Outdoor type of work. 

Mechanical typa of work. 

2 > Working with numbers • 
3. Scientific type of work. 

ift Sales worki advertlslngi public relations* 
Work that uses my artistic ability, 

6> Work that involves reading and writing. 

7* Wtirk that uses my musical ability, 
^HB* ^^^^ ^ X am of direct service to other people, 
Q, Secretarial or clerical type of work. 



4 



ACAPPtIC ABILITIES 



Which do you think is your strongest aptitude? (CHECK ONE) 

^1, RXAOINO (work with written materials), 

J . NUMBERS (work with n\Bbers}* 
_3, WRITINQ (use and write good sentences)* 
SFELUNO (spell accurately), 

5, MECHANICAL (work with meehanleal problems), 

6, VISUALIZE (picture something in my mind ftsn a drawing). 



JOB VALUES 



If you had a choice of one of ih^se kinds of jobs« which would 
you choose at this time? (CHECK ONE) 



J.. 
2, 
3, 



Z3* 

-5: 



A job where I could be leader, 
A very interesting job, 

A job where I would be looked upon very highly, 
A job where I could be boss, 

A job which I vould be absolutely su\*e of keeping , 

A job where I could express my feellngsi Ideasi talenti etc, 

A highly paid job, 

A job where I oould make a name for myself* 

A job where I could help other people, 

A job where I eould work more or less on awn. 



OENERAL CAREER PIAN 



In terms of your lAtarosts, abilities and values^ what is your 
eholee of a career plan at this time? (CHECK ONE) 



1, 

J* 
3. 



-J: 



Professional-technica l (engineers, doctors i teachers, etc) 
Clerioal-sales (secretaries, salesmen, clerks, etc,) 
Service (polieemen. beauty oper^.tors, cooks, etc) 
Agriculture, fishinm. forestry (farmers, foresters, etc) 
Processing (workers In oil, steel, plastic, leather, etc) 
Machine trade (machinists, printers, mechanics, etc) 
Bench work Ty,V, repairmtn, electomics assei^ly, etc) 
Sferuotural work (welders, painters, electricians, etc) 
llaneousT truckers, photographers,, actors, etc) 



TEWATIVE CAREER CHOICES 



1st choice i_ 
2nd choice I 



COUNSELINQ PRIORITY RATING 

Please note your need at this tine for help with educational 
and oarter planning i (cHECK ONF) 

1* Retd coQsiderablf help in figuring out what 2 am goina 
to do, 

2« Hive some thii«s plamed but could usw addtdonai help* 
PlAna are pretty clear and do not need additlooai help 
at this time, 
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Name 


School 


Grd._ 




Home Rione 


Counselor 


GFA 







GRADES to,P,A,) anu TEST SCORES 



}ty GRADES (G,P,A,) up to this time have beeni (CHECK ONE) 

1. Mostly A»s i B»8 (3.5-»»,0) k. Mostly C»8 (2,0-2, »♦) 

— fe. Mostly B's (3,0-3.»») ?. Mostly C's 4 D's (1,5-1,9) 

— 3 , Mostly B»B & C's (2,5-2,9) 6» Mostly D'a (i,0-l,»») 

\ty 'i^3T SCORES up to this time have beeni (CHECK ONE) 

1* KIGHi Mostly between the 75th k 99th percentiles, 

" '2, KIGH-AVERAOEi lastly between the 50th k Ikth percentiles, 

^3, LOW-AVBRAOEi Mo itly between the 25th & k^th percentiles, 

^, LOWi Mostly betireen the 1st and 21«th percentiles. 
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PQgr-QRADWTE PIANB 



Basec; upon the facts I have now, my plans for the future arei 
(CHECK ONE) 



.1, 
J. 
J- 

?• I 

8, I 



I plan to go righ^ to work with no further education, 

(0,P,A, 1,0 w higher is required,) 
I plan to enlist in the aimed services with no 

IMrther education, (o,P.A, 1,0 or higher is requiredO 
T plan to get Mrried aad beoose a /uut-time iUMemaker, 

(0,P»A, 1,0 or higher is required,) 
I plan to enroll in s special technical, trade, boslnass, 

cr beautician school, (G,P«A, 1,5 or hightr Is required,] 
I plan to enroll in junior college and earn a certificate 
or an Assoolate of Arts degree, (2-year program) 
(0,PtA, 2,0 or hi^r is required,) 
plan to enroll in junior college and then transfer to a 
four-year college, (Currently following a college 
preparatory course of study with a G,P, A, of 2,0 or 
hii^r,) , ;v 

plan to go directly to a four-year college or university, 
(currently following a college preparatory course of 
study with a G,P,A, of 2«5 or higher,) 
am undecided about whither to go to wurk or to continue 
my eaaeatlon, (O.P»A, 1,0 or higher is required} 
0,P A, 2,0 is minimum requiremsnt for students enrolled 
in ccUege preparatory course of study, ) 
have no definite plans right now, (a,P,A, 1,0 or higher 
is required? d,P,A< 2,0 is minimum requirement for 
students enrolled it college preparatory course of 
study*) 



I 



COlmSES OP STUDY 



The followi!^ eoursee of study are offered in the high schools 
of this district. Check the one you are following i 

1 , OENERAL - Occupational preparatory program including ^ne 

required courses and a variety of special courses* 

2, COWERCIAI * Occupational preparatory program . including 

a sequence of one or more courses in business education 
each year, 

3 , PINE ARTS • Oom^ational preparatory program inoludinr. a 

sequence of one or more courees in art or music each 
year, 

k» INDUSTRIAL EDUCATION - Occupational preparatory program 
including a sequence of one or more couries in 
industrial education each year, 

5 , HOME ECON0M? ce Occupational preparatory program 

ineiuAi% a sequence of one or mor. courses in houw 
economics each year, 

6 , coLtyiE PREPARATORY - CoUere preparatory program In- 

eluding a sequence of three or more aoademio courses 
each yeari 

2^0 0*|^A, ^s the minimum requirement for en^llment 

in THRgi[ aoademio courses, 
2,5 OfPfAV is tha m. nlmum requirement for enrollment 

in FOim aoademio courses • ^ 
3*0 QfO* it the minimum reqUiriaettt for enrollment 

in FI^ academic courses* 



/ 



WORK EXPERIENCE INTEREST RaTINO 



Please rate your interest in securing work ejcperienoe related lo your course of study 



ERLC 



LM INTEREST in work 
emMrl^nce, 
Prefer to work wlthi 

U PKOPll (Children, ^^^^^ 

adulti) 93 



^2, AVIRAOE X!f»RIflT in ^3* 

work egptrlenee, 

THZIKM (Maehinee, ^« 
ebjeotsi tools) 



HIGH INTEREST in 
wora experience, 

D^TA (faots, 
Ideas* ituiabersi 
words) 
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STEP ONE 



_^ PROGRAM PIAITNING SHEET 
^ ^ 

The koj^ to the Program Planning Sheet is the determination 
of your tentative Post Graduate Plans. 

In completing the various hoxes on the Program Planning 
Sheet, you have indicated some of your major interests, abilities 
and Job values. You have indicated your general career plan and 
your tentative career choice or choices. 

You have recorded your G,P,A, to date and a summary of your 
test scores. 

Based on this information and f eelings, you should check 
one f and only one ) of the nine Post -Graduate Plans , (While you 
may change your plans some time in the future, you should select 
one category and use it in your planning for the present,) 

Having selected a graduation plan, indicate your Course of 
Study that will best help you implement your choice. The attached 
c.iart "Criteria for Assessing Appropriateness and Reasonableness" 
(Chart A) win help you match your course choices with your graduate 
plana. 

After reading the rest of the material in this section, 
review . your Program Planning Sheet , Docs it represent your best 
thinking at the moment? 
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AfPRQPRIATE:^SS. REASOmhLENESS AMD G.P.A. BESF COPY AVAliflBlF 

§ The aim of the career devrelopment system is to help students 
and their parents formulate and implement appropriate, and reasonable 
educational and career plans through inf omed and meaningful decision- 
making processes. 

g ■ IN THIS CONTEXT OF EDUGATION<VL AND CABEER PIANNINQ, "APEROPRUTENESSy 
IS IffiFINED AS THE EXTENT TO -WHICH THE COURSE CHOICES OP STUDENTS ARB 
CONSISTENT WITH THEIR STATED EDUCATIONAL PIANS AND CSOAIfl. 

0 The tern "reasonableness" is defined as the extent to which students 
appear to have a reasonable chance for success in the course choices 
and educational plans which they have foimulated - based primarily on 
the forecasting value of earned grade point a rages (G.P.A.) to date 
and standardized test scores. 

^ SOME BROAD FORECASTING VALUES HAVE BEEN INCIAJDED ON THE PROGRAM 

PIANNING SHEETS, K)R EXAMPLE - 2.5 G.P Jl. OR HIGHER FOR STUDENTS 
PIANNING TO ENROLL IN A FOUR YEAR COLI£GE. USUALLY 3.0 G.PJ^. IS 
NECESSARY TO GET ENROLLED IN A STATE COLLEGE IN CAUFORNIA. 

# Individual schools way develop their own forecasting values 
based on follow-up studies of recent graduates. However, the 
minimum G.P.A. levels used for each of nine possible post-graduate 
plans servf; as a guide. 

0 Chart B shows the placement patterns of a typical hij^ school 
graduating class by O.P.A, classifications. 

# Are your career t)lans "approp riate" and "reasonable"? 
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There^ are a number of things you ought to iift«lerstand about the 
term, "G.kA.". Among them are: that the G.P.A, is thr. 
average of all the classes you have taken in high school. G.P.A, 
is usually reported in numbers rather than by letter grades. 

A student's O.P,A. is obtained by a simple arithmetic process. 
Each "A" earned has a value of k points; each "B", 3 points; .each 
V, 2 points; each "D", 1 point; and each "P" or "Incomplete", 
0 points. By multiplying all "A's" by k, "B's" by 3, etc., for 
all your classes to date, adding all the products together and 
dividing the result by the number of letter grades- earned. The 
average of the grade points or the Grade Point Average is obtained. 

Example: 

5 A*s X U a 20 points Note: 

3 B's X 3 « 9 points In computing 

1 C x2 « 2 points G.P.A., grades 

2 D's x 1 « 2 points in Physical 

1 P X 0 « 0 points Education are 

77" ^ ■^■^ t^4. included. 

12 grades 33 points 

33 divided by 12 = 2,75 G.P.A. 

G.P.A. is used in a number of ways. In a general way, it is an 
index of how well you are doing in school as ccmpared to your test 
scores. If you have average or better than average test scores, you 
should bOettlng C*siDr~better in all your classes. 

In much the same manner, a student's G.P*A. is a pretty good 
predictor on how well ne or she is apt to do in advr.nced classes, 
in certain technical training courses and in college. The University 
of California System, after a long study of many kinds of student 
data, have found that the high school G.P.A. .is the best single 
predictor of college success* 
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GRADE POIMT AVERAQE fo,P^.) (Cont.) 

SGne minimum 0,P,A.*8 for certain Fost-Oraduate Plana have 
been Indicated, If your Q«P*A« is loirer than these nlniiaums» you 
should review your plans with your counselor. Remenber these are 
general guides! Drive, interest, desire are also important factors 
in success in any human endeavor. 
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CHAHT A 

CRITERIA FOR ASSESSING "APPROPRIATENESS" AND "REASONABIENESS" 
OF STUDENT COURSE CHOICES AND POST-GRADUATE PIANS 



Post-Graduate Plans P^s 1, 2, 3, & 9 1 
1 - Work 
?. - ydlitary 
3 - Married 
6 - Undecided 
9 - No Definite Plans 




Post-Gradufc^ie Plan ^ h{\3) 
U(b) - BUi^iness School 


..\PrBOPRIATENESS* 

"* !♦ Two Business Education or Industrial 
Education courses 
OR 

o cya0 fLA^nLYinpA eouTse in the followinss 
-Business Education 
-Industrial Education 
-Art 

-Homemaking 
-R.O.P. Classes 
-Work Experience 

R£ASOmBI£NESS^ 




APPROPRIATENESS 




1. Two Business Education courses 

2. R.O.P. Classes 

3. Work Experience 

REASON/lBI£NESS 




■ 1, G.PJl. of 1,5 or above. 


1. Wo G,P«A, requirements specified. 








r'post-Oraduate Flan 4(a) 

1 U(a) - Trade or Technical School 




Post-Graduate Plans #'s b & 7 

6 - 4- Year College 

7 - Junior College and Transfer to 


i APPROPRIATENESS 

""'i, '£\io Business Education or Industrial 
Education courses 
OR < 

2. One advanced course in the followlns: 
-Business Education 
-Industrial Education 
-Art 




APPROPRIATENESS 




1. Three or more academic courses 

2. Course or courses to develop 
salable skill for part-|ime 
employment while continuing 
education. 


-Homemaking 
-R«0«P. Classes 
-Work Experience 

' REA.SONABIENESS 

1. G.P.A. of 1.5 or above. 




RE/lSOmiENESS 




' 1. G.P.A. of 2.5 or above. 


• #Pop students 
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Post -Graduate Plftn jf5 
5 - Junior College only 



APPROPRIATENESS * 

1. Consider cour>.'.<?'S in major field of interest 

2. R.O.P. dassefc in major field of Interest 

3. Work Exporitirtctt 
REASONABIENESS 

1. O.P.Ar'of 2.0 or above. 

3sr """^ 
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PIACEMENT PATTERN OF HIGH SCHOOL 
GRADUATING CIASS BY G.PJ^, 




Four Year College 
V/A J*C* Transfer 

Voe. or Tech. Training 
□ Work, Military, Marriage 



30^ of Class 
(2.5-^,0 OPA) 



38^ of Class 22^ of Class 10^ of Class 
(2.0-2.U GPA) (1,5-1.9 OPA) (Below 1,5 OPA) 



(Note: 30^0 of graduating class. had a G.P.A, between 2.9 
and U.O. U of 10 went to a four year college, 
3 of 10 went to Junior College and planned to 
transfer to a four year college, the others went 
directly to work or enrolled in vocational 
programs «) .12. 
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8AIABIE SKILL PLANING SHEET 



# A salable skill is a skill that will ettable you to get a 
full-time Job upon the completion of high school or a part-time 
job to assist you in completing a technical or college program 
beyond high school. 

% Every student should have some salable skills by the time 
of high school graduation! f 

0 The SAIABIE SKILL PLAMNINO SHEET will help you p3An both your 
maediate and long range salable skills. (Yv>u should have indicated 
your long-range, salable skills or career goals on your Program 
Planning Sheet.) This sheet will provide more detailed Infotna- 
tion on the immediate skills and your plans on how to acquire 
them. 

• The Exploratory and tl^ie Vocational Work Experience progrwM 
should be considered in providing eacperience and training in 

the different vocational fields. Check with your Work Experience 
Coordinator or with your Counselor for further infonnation about 
Work Experience and R.O.P. (the vocational Begional Occupational 
Progriam. ) 

# List under Section A one or more salable skills you desire 
and indicate your tentative plans for acquiring the skills. 

0 Ust under Section B the salable skills that you already^- 
have and under Section C indicate the paid jobs that you already 
have had. 
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SAIABIiB SKILL PLANNING SHEET 


Name 


School 






Home Phone 


Counselor 






Date 







Your Proqraro Planning Sheet indicates your long range career choices and 
your general course of study selection for high school and beyond high 
school education. This sheet will help you plan both your iawediate and 
long range salable skills. (A salable skill is a skill that will enable 
you to get a full-tiae job upon completion of high school or a part-time 
job to assist you i,n completing a technical or college program beyond 
high school.) 

Every student should have some salable skills by the time of high school 
graduation. 



A. SALABLE SXILL OR JOB ENTHY 
POSITION DESIRED 



HOW TO GET SKILL OR SKILLS 



1. 



2. 



3. 



B. SALABLE SKILL OR SKILLS ALREADY ACHIEVED 



C. JOBS HELD TO DATE < 

Number of Pay 
Type of Job Weeks Employed Per Hour 



page 2 of 4 
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WHERE TO OET ADDITIONAL INFORMATION m CAREERS 

C.I.C> - CAREERS INFORMATION CENTERS 

Each high school has a C.I.C. in connection with the Work 
Experience Office. In this office, you will find a lot of infor- 
mation, materials and help in learning about careers and how to 
get and keep a job. Some of the resources in the C.I.C. indudest 

a. ) Project VIEW Materials 

A mlcrof.lljn reader and in some cases mlcroflln reader- 
printers provide information on a variety of careers 
in our area, where to get required training, and where 
to apply for desired positions. An excellent source 
of Information on careers! 

b. ) An Automated Instructional Series on "You and the World 

of Work" . Seven units on how to get and keep a job. 

c. ) Kuder Interests Inventory and Exploratoay Career Kits 

Students may take the Kuder Interest Inventory or use 
the results of the test taken previously to explore 
a variety of ca^^eer possibilities. 

d. ) General Aptitude Tests (QATB) and General Vocational 

Interest Tests (OVIS) 

Several specialized vocational interest and aptitude 
tests are available in the C.I.C. Some schools have 
special arrangements for administering these tests. 
Inquire in the C.I.C. if interested in taking either 
of these tests. 
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Em ployment Opportunities - Work Experience g^^j QQpy j^yA|U^B|£ 

I w N.Y.C. - Federally funded work program for students 
▼ whose fawUles are on public assistance. 

Apply In WEE Office. Only kS positions 
available 71-72. 
I ^ Work Study - Federally funded program for vocational 
T students. There are hi positions for 71-72. 

Apply in WEE Office. 
I ^ Exploratory Work Experience - Exploratory Work Experience 
_ ▼ is really a "guidance in action" program. Without 

pay, students explore various job stations for 
one week to one month. Arrangements for these 
exploratory experiences may be arranged through 
the Work Experience Coordinator » Students may 
earn elective credit. An excellent way to learn 
more about jobs! 
I ^ General Work Experience - School supervised part-time 

▼ jobs in the eommunity. The WEB Coordinator 
can help find jobs for Interested studenba. 
Students earn both pay and credit In General 
Work Experience. 

I ^ voeational Work Experience - School supervised, part-time 

▼ jobs in the comnunlty in the major field of the 
student. Students receive both pay and credit. 

I ^ R.o.P. Claeses - The district offers a wide range of 

▼ double period, vocational classes in a wide variety 
of occupations. An excellent ^portunlty for 
obtaining salable skills. 

CHECK TH| M Oyy^Cg M ^^R™^ IMFQRMATIOW 

-16- 
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. GRADUATION REftUIREMENTS AMD CREDITS TO DATE 

This fora serves a number of purposes. Frimarllyi it provides 
A record of the nuniber of credits you have earned toirard graduation 
and the nunflber of required courses you have eonpleted. 

First, circle your total number of credits earned this ftr and, 
secondi fill in the boxes of the required courses you already have 
completed. 

Again» indicate which of the seven courses of study that you 
tixt foUoiring in high school. 

The four boxes at the bottom of the form provides space: 
To record coiirses you have ccntpleted eadi year 
in high school. 

To complete or plan courses for rest of your 
high school career. There is^ space for Sumner 
School, R.O.F., Cerritos (Veysey Program) and 
Work Experience possibilities. 
To record your G.P.A. to date for each year 
you have been in high school. 

Your counselor and other faculty members will be glad to 
review this planning sheet with you. 
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HIGH SCHOOL 



mOH aCMPOL Q1>ADU4TI0N REOmREKElfrS 
1^1 - 19t^ 

HmHI a Successful Completions 



12th 
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Grade 
Sivte 

Credits Toward 

Graduation 
(200 needed - 
5 credits for 
each semester 
course passed) 



Social 
Science |j 



10 



11 



12 



Math 
Science 



riri 



Driver Edue* 



30 hTi 



OPA 



1.0 or 
better 



9th 



lOth 



10 
20 
30 

ko 

0 



nth 



70 
80 
90 
100 

no 



12th 



r 



120 
130 
lUO 
1^0 
160 

190 
200 
210 
220 



LOUG BAWGB SCHOOL PROGRAM PIANS 

The fbnowing courses of study are offered in the hiffh school* Check the one you 
are folloiringt 



1« General Ed 
2« Business Ed 



B3. 



tKrbsa HCrt 
Fine Arts 



B5. 
6. 



Zadust. Bd« 
HoM Econ* 



B7. College Prep. 
Jr.Con. 



State 
Uhiv. 



^ 
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9th Grade 




1. Soc. Stud, 




floe. Stud. 








auu 












^ 








•St 








L 


























nth Grade 


1. Soc. Stud. 




Soc. Stud. 








■ns. 




Mft 




-n. 




































berrltos 

























lOth Grade 


1. Soc. Stud. 




Soc. Stud. 












^ 




P.B. 




















t — 








38 








G.PJi-^ 




O.PJl. 






12th Grade 


1. AM. proh. 


or 


1 ' sns* 




1. Ens. 




Mi.Froh* 




2. P.E. 
















-fe 








^' 
















Serritos 
















CTji: "■" 
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STEP FOUR 



PROPOSED SCHOOL PROGHAM 

Remember that our aim was to help you plyan and Satplement an 
appropriate and jpeaspuable (and relevant) educational and career 
plan* 

You have indicated on the, Q^dswt^^ fom your 

courses next year or next semester. This fom is more detailed 
and provides spaces for alternate choices. 

Each high school has Its own program for registration - / 

i 

these forms should help you whatever procedure Is used. '. 

Turn In your completed Guide to your Work Experience 
Coordinator for his review, nie ccmpleted Qulde ^ meet j£Mur 
Related Instruction Requirements for Work Ex^aerlence, W»M»> 
or Work Study credit, 

VISIT YOUR C.I.C. OFTEN 
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Period Schedule, 



Oimde Level Sext Year _ 

Student Hamet ' 

Mailing AddresiJ , — 



PROPOSID PROCiJRAM FOR 1971-1972 (2nd Semester) 
FOR 1972-73 



UST REQUIBED COURSES PLUS 
EUECTIVIS 
1st Senester 





WRite IN YOUR PROGRAM 07 8TUDK TOR NEXT YEAR 




Course 
Code 


List required courses 
Plus electives below 


Approved 
Staff Sisn 


CooMent 


1. 










2. 










at 






























6. 










7- 










-Ss. 











C&urse 
Code 


Alternative 
Elective 



































2nd SSQSSTEI 


1 


1. 










2. 










h. 






























6. 










II.*. 











• PARSNIAL APPROVAL - I have cheeked the courses listed above for aar student and hereby 

• approve thit selection for next year. 



Signature of Pnrent or Ouardian^ 
counselor Approving Progr«m__ 



ntte. 
mte. 



;rjc 
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